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" POREWORD

In 1969; statements of poliéies and p:oqédures affecting‘théhindi-i R

vidual faculty mefiber at The University of Tennessee at'Martin ' were
.scompiled for the(first”time into a faculty handbook designed particularly
for use on the Martin campus. During the summer of 1970, the first
. _edition of the handbooﬁ/was revised. ‘A second revision was completed
' hithwthevassistancé of ‘the Academic Senate and an ad hoc committee of -
the Senate in the spring of 1974, This revision was approved by the
Board of Trustees on June 20, 1974, It is presented w1th'the hope that

it will be useful to all members of the family. - "'«
- The statements in thisvhad@book ar¢ based upon legislative acts
of the State of Tennessee, directives issued by the Board of. rustees, -
faculty enattments, and administrative policies and procedurés. A con-
scientious attempt has been made to make, the information in this hand- °
book as nearly accurate as possible. However, legislation, policy
statements, and procedural directives have, in some cases been para-
phrased and abbreviated. - For.more detailed information, the reader is
- urged to check with appropriate sources, . ° R ‘
Although this edition of the handbook contains significant revi-
sions, other revisions will undoubtedly need to be made from time to

 time. Ccnsequentyy, any suggestions for impreyament will be appreci-
ated, ' ' ’ '
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CHAPTER I L

' THE UNIVERSITY .

History - o .

Chronological Background
' Hall-Moody Institute - 1900
HallsMoody Normal School = 1917
Hall—Moody/}unior_College - 1921
The Univergity of Tennessee Juni
'dTheqUniversit& of Tenne

.
e University System. -

- g )

University of Tennessee system. In: broad reference, its ‘role and’
functlon are similar to those f the University: instruction, rbsearch
' anijpiblic ‘gervice. But in terws of emphaesis and focus, the Martin. = -
canpus 1is primarily an instructiQnal unit. Howevery it recognizes and
accepts s{gnificant responsibilit 8 for research and public service. R #

As'“ unit of ‘The University of Tennessee system, the Martin campus
. reflects the-solid traditions of excellence that have made the .total
. University famous throughout ‘the world as a center of instructionm,
research, and public service. The Martin campus places special emphasis
on excellence in undergraduate education. o | A o

a ’ . The University of - Tennessee, building on its distinguished past,’
‘ anticipates a dynamic future. The University of Tennessee at Martin, =~ ;
~an integral part of the University system, shares this great tradition '

and high expectation ‘for the future. :

. .
,/ ' ‘ o . v 14 t - I

o

- A '; . Academic Programs

‘
o~ -

i The University of Tennessee at KMartin provides superior qua
undergraduate instruction in a wide ra\ge\?f disciplines to 8
drayn from broad areas of the State. egent, The Uniyef:
Tenndsgee at ‘Martin offers programs of study leading the bachelor s
. degree in approximately 50 specialized fields.. “four-year dégree -

' - programs areFBfgefed thtough the Schools of Agefculture; Business
- ' ministration Educagion:\ﬁome Economics, . ap Liberal Arts, and the
1. y | 1
¥ . a@ - v\\
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independent Depantment of Engineering and Engineering Technclogy. U™
also offers the first two years of Engineering in-1ll°mgjor Eurricula,
12 pre~professional programs through the Schools of Agriculture and
Liberal Arts, and an aseociate of arts degree program in Nursing._

In addition to the. above degree prpgrams, UTM offers two master 8

degree programs. One of these is.in Home Economics; the other is in

. Education, with majors in curriculum and instruction, educational psy-
N . Achology and guidance, and educational administration and supervision.”“

.32 000 ,000, A total 'of 26 -major buildings, over: 900 acres of land,
dyer 158 000 library books and periodicals, and various items of !
g urniture and equipment constitute the physical plant.  The 700-acre
e farm which adjoins™ the 225-acre campus is a research unit of ThenUni-

"~ versgity of Tennessee Agricultural Experiment Station.. f

‘&ng‘h ‘ . ‘ )
Physical Facilities . : _
R —— . 5
' . The pHysical plant of The University of Tennessee .t Martin — its
‘ land buildings, and equipment -- has a value estimated.in 1973 at
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CHAPTER II

ORGANIZATION AND GOVERNANCE o R
Governance’ of . The' Un‘iveraity"‘”o”fﬁ“'re“ffnfefsséé“‘“““fi‘ “”“ e e
- A : o :

Ct /

7y ‘Provisions for Governance

The governance of the University is provided for by‘charter pro-

\/// - vidions and by;laws. The charter pyovigions, for the most part, repre- v |
. ' sent the legislative acts relating spec 'fically to ‘the organizédtion'and  / '
B structure of The University of. Te nessge. ‘The by-laws were, developed 'f/- JRRRE

' ' from/Té%ﬁessee Code Annotated, e 0ffiqdal Code of - Tennessee apd from /

f‘, ETe

Vo
4

‘ \ /pol ey eETsions,of/the Trustee
¢ Board af Trusﬂees o

/

/ ~ The gé ernang body of the University is a Board of Trustees con=-
‘sisting of/the following persons: The Gqvernor of the.State, .the Com-

’», missioner of ‘Bducation, the Commissioner of Agriculture, the Exeqptive

, ‘Director of- ‘the Tennessee Higher Education-Comiilssion (as @ non-voting T

o member), and the President of the University, all of whom are ex officio IR
/ members, one Trustee representing each Congressional District of the State; L
,two rustees representing Knox County, ‘two representing Shelby County, I

one representing Anderson, Bedford, Coffee, Franklin, incoln, Moore, -~ "

R , and a Ten Counties. . At least one member must Be a woman and,-effective”

oy ' 'Jul y 1974, a student member was added to thle Board of Trustees. The «

: sty nt member is appointed by the Governor an ‘'serves for-a term of '
e year, these annual appointments are rotat among the five campuses .

1
o

emphis (Health Sciences Center), and Nas ville. At least one-third of
- the appointive members must be members of the principal minority politi~
’ cal party in the state, and at least gne third must be s "alumni of The

The Board‘of Trustees, whic is the ‘govern ng body of The University
control over 1ts organization nd

'~.affairs JThe responsibilities\of the poard ar /as- follow'.¥ ":

, ? T ey \\ DY S
: 1.\ establish policies contﬁolling the*sc, ‘ 7 the /ncational
‘opportun ies to be offered by .the University and als

- mining At operation. 4in general; however,” the
of cuxricula is . the function of the faculties




. ; % ) R Lo L : R ‘ .' . o
2. To have full authority to. determine and control the activities - '
and policies of all orgamizations and’ act1v1ties ‘that bear, or that may

‘;'ll - be tarried under, the néme of the Univer51ty, : . T ' s

% e . R

3. Not to. undertake to direct matters of wdministration or of**' .
. executive ac#ion except through thefPresident, and e ., T

1

. - . e‘t\» . . K

T . 4, To control th%,election, appointment and removal of all” officers, ,
TP %faculty, Qnd employees ofﬂthe Universitz and the fixing of their eompen- ' B
KIS vw\g' sations ' At.its apnnual meating, the Board elects and fikes' the compen— . cet

. i & sAtion of the President and of all other executive and dminlstrative

e all othen employees as it may deem necessary for the proper operation R i
-and manggement of the University. All stich eLections shall be-for: ‘one a .
v yedr ;or during the-pleasure of the Board. Appointments for special s

;5;' R purﬁbses for-a lesser period may be made. .
- - -y C

. a A s ) X B - L

Cpe- RengnSibilities of the President # P e ’ a .

Al T fhe President is the chué?—executive officer of TheaUnivensrty of T U

: Tennessee. He. exercises complete executive authority over the 1nst1tu— . S

% “tions compriSing The pniversity of Tenmessee, stbject to. the direction B A
e ahd contrml,of the*Board*of Trustees._ u& e - . e vt : e ]

& § ’ 5y . i P B - . i ‘ T K i . ‘ . . - -J(

’nL:.‘ e e T

The,President is ﬁhe primary spokesm for Thedpnivers1ty of o, .,
" . *Tennessee  to &h@ alumni. of .the institutioif the news mediaj,. the edu%a—' - y”%~ )
.tional world ‘and” the general public.. He initiates and aaministers St nﬂ;}-’, L
Unlversityﬁﬁolrcies, speaks for the University as its ®fficial. Read:, S ICRN

. and coordinates all activities of each .campus of. the institutaon directl& ‘

' or through ﬁis des1gnated representatives. L 4 R

. : \ N e S

_ The.President formulates the educational and - administrative polic1es~ .
\ of The Univers1ty of- Tenﬁsssee and performs all duties prescribed by the N
:,Board of Trus;ees AN , , o : _ - 2 v

. - : . . B . s::‘_ Cw ) %
0 \ - . R . L. B e "",‘

o The Pres1dent makes nomfnations .for all personnel appointments and
.« all recommendations-for promotions, salaries: transfers, suspensrbns,.'
) and. dismissals qf administrative,- academic, and non—academic staff -7/2 : f';
ﬁmmbers of the institutions oomprising The Univers1ty ofgﬁéhnessee., C

e

o

.

. . '; The Pres1denL is " the leader and\cookdinator of all institutions of L N
=N\ . The UniverS1ty of Tennessee and promotes the general. welfare and develop— _
.; ment of the University in its several parts and as a whole. The facult1es *
:f _staffs, or students or any m&mber thereof have the right of appeal from _

Y. . the Chapcellor. to.the Pxes1dent. The channel £or official. communicatgons
between the ‘President and theisevenal ingtitutions in all matters 1s ;
through ghe Qhancellors.- o me . , . o R S
co e N . . . o " . N _ o o B
R S The* President esiablishes an administrative organization to executeu. oot
policies ‘of The University of Tennessee. -In the execution of his duties .
~and résponsibilities the President may delegate to sybordinate off1cers o

o portions of his duties, but. this action shall not reduce the,President s ' '-’,?J
‘ ‘ respons1bility SR . , : , s , B
RETR ":. o g s ) . g . - e N
’ . '. ‘ . ‘ L ) ¢ . \\q . . o - / . . : " B R 3
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The Campuses of - the University _ . e

‘% O
v The instructional programa of, the University are conducted“chiefly o .
~on five primary campuses, located at Chattanooga, Knoxville "Martin, . . . b
’ Memphis, and Nashville. The offices of the President and other officials e
of the University system are located at Knoxville. S L .

v g \ - , "'. . . . N . . | . e . N

B Governance‘of The University of TenneSsee at MartinfT .

Responsibilities o}‘the Chancellor o . S . _ . ';

The Chancellor is the chief administrativerofficer of the campus.
o He is fully responsible for the admin stration and management of :the campus
§\> subject to. the general supervision/gf/the President and coordinate rela~ : -
b \<<ii\\ _ tionships with the Vice Presidents. The Chancellor directs instruttional, _
TN regearch, service, ‘studesnt,.-development, finance and business, and.athletic S s
N - programs om the campus within general policies established by the President ;
. \\X'and the .Board of Trustees. ‘He recommends to thé Presidént the appointment . ‘ )
a - of personnel-on campus. He recommends major policy and operational changes - '
. © in the_areas of academic affairs, student affairs, business and finance,
- - and development to the President for review and consideration,prior to
_ enactment. o v~v, v :

Administrative Organization B 0 ' _'_ . R R

Chart I attached ‘to’ this chapter shows the general administrative "
organization of The University of Ténnessee at Martin, Recommendations
regarding employment of new faculty, promotion, tenure, salariesjy rétention .
or nonureappointment of non—tenured facilty, budgets, travel, authorizations»}y' 2 K

,‘and all other responsibilities defined by or assigned to the Chancellor -~ '
~, Tare ‘transmitted to that otfice-alon the administrative 1ines indic@ted
‘ n this. chart. \ - :

Ees

Administrative Committees

Y - SRR
: ! . . - },.&.

‘ N T There are a number .o’ ‘campus+~wide committees.. Certain standing % ' )

!\ - Vcommittees are dppointed by the*Chancellor with the advice of a Committee _

L. on Administrative Committees. Certain committees are appoihted in accord- -~ > °
S ance with guidelines.set up by action of the Board of Trustees.  Ad hoc .

| ' committees may be appointed from time to time in response to specific

" needs. - 'The .Academic Senate\also has ‘a number of standing committees. Thei‘ . _

«' following is a list of adminPgtrative committees as of 1974; a list of o o

Senate'committees will appear n_a later section. RN ,///{l

.

| N Athletics Board
' - ‘Bookstore Committee
T .. Campus*® Speaker Gommittee:
- , - Careers and Placement Committee
s Community—Campﬁs Cooperation Co
" Computer Services Committee TR e T
o Employee Relations Board, Council, and Committees = ot
S :  Faculty, Conmitte& on Administrative Cel ' A




Faculty—Student Disciplinary Board”. o ‘ .
-, Food Services Cémmittee . - - . oo
~ Graduate QOuncil o oo b
‘ : Housing Committee o B S o
<i\;,, Human Relations Committee - =~ . : o A .
N~ 4 Miiitary Affairs Committee o ‘S\E\\ e
.Organizations ‘Board 4 S~ TS \'
Physical Planning Committee 4 T A VA
_ . Publications Committee R T
sm . Public Service Committee o o ’
: ' Registration Committee - _
. Résearch Committee . A
T o . ngidency Appeals Committee = év e
- . Safety Committee . o o
'S holarship and Financial Aids Committee . )
. _ Student Recruitment Committee =~ R . k
_ \\}\} -+ Ttaffic and Parking Authority L i L
o ... Traffic Appeals Board ) Ly - '
. - "University Center Board . , - -
°v —University- Council . K ' X
ST B University Voluntary Service Bureau Committee
e : WOmenAs)Rights and Roles. Committee )

Faculty Governance

*“\ A

»
v

t
+

Annual Meeting/
; ® {'l N ’ ,lr

- by .~ _The faculﬁ olds an annual meeting at the beginning of the fall
ET L quarter each yeaa

S exists. ; o v T
Ce . B S S . . ' ' '

W

Q
W

S
Academic Senate % T - : ’ f . Ty

- The. faculty»delegates to a representative body, called the" Acade 1d o
Senate, the transacting of most of its business. .This body, @s curre ly "
o constituted, was approved by the Board of Trustees on June 15, 1972 :
o .,‘\author121ng resolution is as follows. . _ ‘ S

~r - ¥ '

e
4 b
'

‘"WHEREAS he- Faculty of The UniVersity of Tennessee at Martln has
exercised throygh faculty meetings a d committees certain functions related
to the development of’ the educationagrbolicies of the Univers1ty, L
Ve = .
(x "WHEREAS these functions can be more effectively performed through a
C - smaller, more formally organized group than the Faculty as a whole; and

3
S '

Mol \

-

"WHEREAS a need exists For more effective channels through which the\r\\g
AdminiStration may .seek the counsel and judgmeilt of" the Faculty about -
- matters ¢f concern; to the University, . :
"IT IS THE FORE RESOLVED that an Academic Senate of The Univers1ty
- of Tennessee at M rtin be organized,” subject to the follow1ng stipulations




. IR g S
(1) That'the Senate_operate in accordance with the §ylaws which - _ .
are hereby approved; .- N bk AT
/ N
"(2) That the Senate include authorized administrative officers of
The Universitm of Tennessee at Martin and of its various academic divisions°r

_ “"(3) That ‘the Senate include elected representatives from each aca-
demic division, to be elected in Such numbers and by such means as are set.
‘forth in the Bylaws,. . v _
< . .
L k ~ "(4) That the Senate shall consider. policies affec;ing the academic
7 ¥ activities of the institution, ‘faculty welfare, academic administrative re~ - 7
‘lationships ‘and procedurgs, scholarship, curriculum development, awarding
of degrees, and' such .other matters -as may maintain and promote the best _
- "academic interests of the institutiom. The Senate shall recommend to the
‘%m“w .. Chancellor the establi ent of .new pollcies or changes in existing policies'

[

S "(5) That the. elected Chairman of ‘the Academic Senate shall preside - A

. over all- meetings, provided that in the ahsence of the . Chairman the Vice— y ST

Chairman shall serve.as Chairmanj . - . Vo '

. A a

RV (O» That the Senate shall eleEt annually an Agenda ngmittee which’ : .
shall make nominations for elective members of such education 1 ommittees R

as the BylaWs may provide and such .other committees as the“Senat may .

_authorize, and that following such nominations the Senate shall lect such o

committeeS' ' _ . e e

t

| : N "(7) Thst the Senate shall have advisory functions ekther in'i%selfﬂ
- or through its'committees, administrative matters being expressly reserved

‘to the Chancellor of the Martin campus and th Pr ident of the University,

as delegated by the Board’ of Trustees, L . ®

. h . N @ 7
: R "(8) That a copy of this resolution be append&d to the BylaWs, and, . e
be considered a part of the constitus!ﬁg document of the Academ c Senate - Co
’ oﬁ The University of Tennessee at Martin." - e - '

@

. A report of the actions of the Academic Senate is given top the . o .
faculty at the annual faculty meeting each year. For-the details of -~ T
gorganlzatiqp and operation of the Academic Senate, reference is made. to B . .

. . the By<Laws_of the Academic Senate;’ copies of which are kept or fiie in '

T, e Office~of Academic Affairs.- : _ .

o

R 4

ademic Senate Commlttees

The Academlc Senate has a number’ of standing'committees, and ad «
es’ ‘may be appointed as need arises., The standing committees

irfpes o e spmcintad se necd scises: s o S
.> . * .. ‘ . . . . B p’ . . v‘r’.... .1

Agenda Committee (acts also as a nominating committee) 5 T, el

iCommitt on Admission, Retention, and Advanced Standlng‘ )

Co ittee n Instruction * : :

{n Curricdla -

i ; in’ Degrees , B

ey .rCommittee n Economic Concerns and Faculty Benefits N

Committee o Promotion and Tenure. A e

''''' .
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CHAPTER III . Lo T -

s

FACULTY PERSONNEL POLICIES

»

P

. Agademic Freedom, Responsibility, and Tenure

e : :
‘Statement of Principlesl ; S

A healthy ‘tradition of freedom and tenure is essential to the proper
* functioning of a University. At the same time, membership in-a society
of scholars enjoins’ upon a faculty member certain obligations to his col- |
leagues, to the .University, and to the State which guarantees his freedom. 1
. \

1. The primary responsibility of the faculty member is. to ude the
‘freedom of his office in an honest, courageous, and persistent effort to.
search out and cdmmunicate the truth that 1ies in the area of‘his com~
petencer ~ . . . - -

2.. The faculty member is entitled to full freedom in reééarch and
n p&blication of -the results, Subject to the adequate performance of “his
ther academic duties, but activities undertak for pecuniary-gain either
within or beyond the scope of his employment should be based  upgon an
oW derstanding with the University administ ation."’ N Ry
i

N S 3. A faculty member should main Ain a high level of peﬁéonal 1nteg— : w?j,'
rity and professional competence, as demonstrated in teachin Nand research. . -i¢f.

These qualifications should be interpreted in terms of accepted principles
“and standards of the profession. - Freedom does not: exempt a ‘faculty mem- -
ber from an evaluation by his colleagues of his qualificatﬂons for con-
. * tinue :ip in their society . &
. ‘ 4. -A faculty member is entitled té freedom in the classroqm in dis-
.~ cussing; his subject, but the faculty member should use ca e %n expressing
his personal views in the classroom and should be careful qu to. intro-
duce into his ‘teaching any controversial matter which has o] Yelation to
. the subject taught, and especially matters in which he. hhg no s ypecial com-
. - petence or training and in which, thérefore, his views "c nnot claim the
authority accorded his professional statements. ' ; , ,‘1 :

o - 5. A faculty member should recognize that the ri ﬁt of academic o
freedom is enjoyed b 1 members of the academic commupity. He should

~ be prepared at all times to support actively the right f the 1ndiv1dual

g - to- freedom of research and communication as defined herein. ' . ; .

-

» ¢ A L o A
. . S - N
PR B ¢ 4

- . . . v : ‘é,.d”
.. e

R

- ‘ : 1See the statement, "Principles Governihg Freedom, Responsibility, #ﬁw““
s o

" and Tenure," adopted by the Board of Trustees om November 4 1955, and S
eqdorsed as amended on June 17, 1971. o : e s
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6. 1In addition to the normal responsibilities of a citizen of the
state and nation, including his duty to uphold their constitutions and -
obey their laws, a faculty memher also owes" an immediate loyalty to his -
colleagues. and his institution. He should cooperate fully in maintain- ‘ s
ing '‘a wholesome atmosphere of mutual reepect and confidence. He should . ]
‘conduct himself in keeping with customs, traditions, and usages of the _— %
community and of those with whom he is associated in his profess1onal "

work. IS _ AN o,
. ' 7 When, as a citizen, he. speaks outside the classroom or writesl .L%g :
° °  for publication, he should be"free, as a citizen, té” express his opin- -
ions, but he should remember ‘that the public fay judge his profession ’\q\\\\\;\;\;
¢« and his institution by his conduct and utterances. Hence, he should at : '

all times ‘conduct himself in a courteous manner and respect the customs -

and traditions of‘the institution and the community. He should be accurate,
should exercise appropriate restraint, should show respect for the opin-

ions of others, and should make every effort to ind1cate that ‘he Speaks

for himself and not for his institution.a‘,a

Responsibility of the Administration

3 ) . . R \\ | | | /
N C 1. Administrative officers should actbvely'foster within the Uni- - p o
T
-

versity a climate favorable to freedom of teaching and\research. ; .
j “ . o R — .. / D.%"
# Co 2. It 5 the duty of the administration to ‘remove from the faculty e
" -any member who has been “f und, through proper ocedures, seriously ;;7’;-v :
derelict in his responsibiXitles as a member/of the emic community. *

Tenure,Policyé

L After the expiration -a proba ry periggg teachers or investi-.
gators, should have permapent or conttnuous tenu ad their services
- should be terminafed on, y for adequate cause, “ex ept in the case gf re- ‘
tireflent for age, or urjder’ extraordinary gircumssancis because of bonaf s
| flde financial necessities of the Universitx;/ The p cise terms’ and con- .fyf‘

w =i + ditioms of -every appointment should be stated: in writing afid be in posses— - - e
T sion of “both 1nstitution and teacher before the appointment is consumated
* } i}
Beginning with appointment to the rank full~ me Instructor or a
higher rank, the probatiomary peripd should" not -exe ed seven years, includ-
ing within this periodgno”more than three _years Bf full ~time ser&1ce in all R
' other institutions of higher education. When after a term of service of - i
- three or more’ years in other institutdaqis. of higher education, a teacher is, o
.. " called to this.institution it will: Eeiigrged in writing that his new app01nt— e
. . ment is for a probationary period of not more than fouf),years. In "some ‘ .
’ _-cases the persch's total probatiomary perlod in the academic professior .
: . will:thereby be ‘extended beyond the,normal maximum of _seven years. Notice . -
f:\M - should be ‘given attieasf one year priof to the expiration of the pjobation- _ ]
o N""aryr_period if the teacher is not to be cohtinued in service aftey’ the ex- B

"

Y \\‘

}\\\' S * s 1The Hniversity of Tennessee Cha;ter of 1807 specifies that all per- e
w'_" - " sornel are 'legally on one-year appointments renewable each year: In " .
practice the Univers1ty .follows the policies set’ fort\ /p,the sections above.




S
/

pi/ation of that/ er:
' have the freedom and/

.

Y
’nless through due process, as described below, he is. adjudged guilty/and
.M«his appointment is terminated, .in which event the committee, subject to the
.+ approval of the B%ard of Trustees, will determine the date of termination.

Administrative Policies and Procedures Relative to Tenure'

1. All 1nit1al app01ntments shall be without tenure. Ordinarily, R AT
tenure ,will be considered.-after completion of an appropriate probationary -
period which may by agreement include a maximum of three years of full-
time -service at other institutions. , K The following individuals are not
eligible f&r tenure: " (a) faculty desi nated as part-time in the appoint~ =~ -
ment personnel form aqd the appointment letter; (b) faculty who are ap- ' '
pointed to pos1tions funded fr/m grants or: contracts and who are /notified
in writing that such s v1ce not applicable to consideration for C
tenure; (c) faculty ho

e e s
T S e

st o W

who are appointed to th University in administrative positions with < I

academickrank and wh are notified- in wr1ting'that such service is ndt - "

applicable 'to copsideration for tenure. ‘ e e " bos i

. . 7 . . ,,.-' ) . . » . ’ R ' ,z:;.:'
L 2. /Affaculty member who is not a citizen of the United States is
N e

 Howéver, such e

‘under Te essee law (TC49 -1303) not eligible for tenure.

sit nal capacity as a faculty member.

factory level or manner of. performarice of assig

~ may "include or comsist of W1lful neglectfof utyi. however, 1ncompetence

may exist -in the ‘absefice of wilful - neglect of duty. Moral turpitude. is

behav10r which is utterly blameworthy with respect to the faculty membes

fitness in his professional capacity. The standard is behaV1or that,.

evoke condemnation by the academic community in general ’

(2). "Extraondinary\c1rcumstances means financigl

 ing the University-which require termination,of servige of one or more .

. faculty members. , It 1s understood that the UnivergTty shall seek. appro—'
pr1ate faculty 1nput in arriying at such deci i6ns and shall exert every:
effort to .make suitable reassignments of pefsonnel. - "In such. decisions_ap- -
propriat%?weight wild: be given&to senig tywof'service. The pldce of any.




V'faculty member so relb&sed shall not be filled by a replacement within a '
period of two years, unless. the released faculty member has been offered
in writing reappointment at the rank he held at the time of termlnation
with comparable. remuﬂetation, and he has had an ample time withiq which

to accept or decllne.
' ‘

. e

/ ’ -
3) - The retir ment age within the University)is legally defined as
» 65 years, with the éffective date for retirement being August 31 of the
academic year in which the faculty member attains.age 65. However, it is
also provided that personnel who attain age’ 65 may be c0ntinued in full
employment at the discretion of :the University for one~year periods not’
to exgeed age 70. ere is an annual, review of the status of each person ‘
who, has attaiﬁed age/ 65. This review 1s accomplished throuéﬁuthe normal
administrative ‘¢hanfiels which are followed in budget making, promotions,
and similar mattersj, N ,; . /

//EKL process.
wi tenure; or wi

- a spec1fied te

or termination for adequate cause of a faculty nember
a speclal’ or probationary appointment before’ the(end
1is as. follows: S .
Before a fact lty member with a special or probationary appointment
s terminated before the end of the specified term, and before the ,termi-
nation of a facylty member who has tenure.becomes effective, the follow-'
ing procedures will be followed unless waived by the faculty member in -
questiona- . : v T e s
/' @1 . 4
(1) coupseling by the chairman and/or dean of the faculty member
“whose work 1is leemed unsatisfactory, with a vieq toward improvement of .

the quality of pé formance,_ v T e

{2 dﬂSCus ions between the faculty memBer and ‘the Vice Chancellor
" for Academic/ Aff irs, looking toward an amicable Settlement'
' (3) nfo al inquiry by the Academic Senate Committee on Tenure

W * “its opinion the
*Wmewbeing binding on the Chancellor,

A terminaﬁion of a tenured faculty member will be preceded by a

written statemerit of reasons, and motice that the individual*conceyned“’
will have .the r;ght to be heard by a. special committee appointed By the -
Academic Senate Agenda Committee and consisting of members of the faculty.

they deem th mselves disquilified:for service by reason of bias or

ohallenges of nominees for membership on the’ spe@ial cOm—
mittee will ‘be made at least 24 hours prio to ‘the announced date of the

) Serv1¢e of notice of hearing with sp c1fic charges in writ g’

‘ . 'wlll be made at least 20 days pribr to thé/hea ng. The faciiji/ggm

]

X4




,' . 1n determining tlie issues involved. Every possible effort will be made -

13.&

‘may walve a hearing or may- respond to the charge in writing at any time
. before the hearing. If the facdl y member walves a hearing, but denies

(2) During the proceedings the. faculty ember will be permitted !
to have an academic advisor and counsel of his/choice. '

party. to investigate evidence -as to which-
made. E

ﬁevidence within its control,

.(7) The faculty member and/or counsel afid the administyation will
have the right to confront ‘and cross-exam e all witnesses. Where the

the interests of justice require adm -sion of his statement, the com~
mittee will identify the witness, v‘sclose his statement, and 1f possible

provfﬂékgor 1nterrogatories.

-include that of, qualified
" of higher education.

dculty memjfrs from: this or other institutions //"”
. ‘ P . |
(9) The hearipg committee will not be bound by strict rules of &' . ‘//)//’

A

legal evidence, and may admit any evideénce which is of probative value.

to obtain the most reliable evidence available. Amy evidence\relating _i;{/’ .
to the faculty member's record of service to~the institution will be//// ' .

. admissible. ) \\ . . L .t / , -

(10) The findings of fact and the decisi n will be basedisolely.én
the hearipg record and the statement of charges. \.~ '

(ll) Except for such imple announceme;}s‘as may be-required,

B

. covering the time of the hearing and similar/matters, publit~gtatements - '-1
and publicity dbout the cage by either the faculty member or administra- "

tive ofﬁicers will be avoi ed 8o far as possible until the' proceedings - &%a§*¥;§\\c




[ ' ) _ . . ’ 14

D
have been completed including consideration by the Board of Trustees.

' The Chancellor and the faculty member will be' notified of. the decision v
in writing and’ w111 be 'given a copy of the record'of the hearing.

— . “
(12) If the hearing committee concludes -that- adequate cause for -

. termination has-not been established by the evidence in the hearing record,

it will so report t6 the Chancellor. If the Ghancéllor rejects the report, S

he will state his reasons for doing so, in writing, to the hearing com- -
-mittee and to the faculty member, and provide an opportunity for response . S

before transmitting the case to the President and the Board of Trustees. . ——

If rhe hearing committee concludes- that adequate cause for termination o .

has been established) but that an academi@ penalty less than termination oot
/would be more appropriate, it will so recommend, with supporting reasons.

i, ‘ If termination,or other penalty is recommended, the Chancellor will
) = transmit the record and his recommendations to the President and the Board
‘;;7// of Trustees. Review by the Board of Trustees will be based on ,the hear— 1“
el - ing record, and will provide opportunity for argument,.oral or written or 1§ S
///‘ both, by the principals at the hearing or by their-representatives. . - TR

. & . ‘ ‘ . » e A

Criteria for Tenure Decisions . : '

s . . s
. ' The follow1ng criteria pertain to decisions governing the awaqding '
of tenure. The list is not necessarily comprehensive, nor should it be :
-~ ' assumed that the items are of equal significance, that each is essential ’
for every individual under consideration, or*that they are listed in the
order of relative importance.

’

El

(1) . Demonstrated teaching effectiveness; B .

T . (2) Evidence of -scholarly competence in subject—matter,area,
\ T ;V(B).vAppropriat _professional deprees, awards, apd achievements;

(4) Evidence of. profess1onal growth appropriate to the subject
. . -matter-area;’
. (5) Demonstrated ability to relate effective y, to students
; and colleagues;’ o
" (6) Quality of academic advisory service. to tudents, o - ' i

° (7 Participation as appropriate in extracurricular activiples; -
. . (8) Staffing needs of the University; = -, ¢ e 4 "
(9) Reliability and punctuality 1n the perfdrmance of rfutine o o
- duties; ' : S '

(10) Activities of a scholarly and professional ‘natupé; : o
(11) Membership.and participation in professional' ganizations;
(12) Service to the University; - e _ VR
(13) Service to the community and the state; R . o \I'-Aﬂ f
(14) Completion of am adequate probationary ipe iodw ]

Tenure, is normally held only by full time culty in the following | :f o
ranks professor, associate professor, and ass tant professor.‘ However,f. ‘




in questien. ;
and worth of gn individual te ﬁer, and of belief in his value to t

institutiqng It implies t e has been judged to have performed, ; E
and respongiblyouer..a eu/f ently long period of time to permi 2 o
.o _Xeliable udgments to be . Tenure is designed to relieve t] faculty ///‘

"member from undue concerp over retaining his position so lon
tinues to perform well and responsibly, Ithuarantees the
upon at the time tenure is granted. Tenupé insures use 0§/ proper pro-

. cedures before a dismissal, but it does vhot insure

/(‘ " after proper p;ocedures have been fol}bWed.

: . _ e : . .
- ’ Tenuﬁe/is not granted for a‘w osition as euebd<
- s . '

;/4

/" for thé’fbllbwing year f£o the VicevC«ancell ¥ for Academic Affairs;

uUthor{zation to £1114 e grantéd or withheld by
' ; eritizn of budgets ‘and en—

+

rollme t prOJections.

//6// . Authorization of Replacemen, )
" . - ) ‘ MQ_‘_ . :
: ' : / an : , .
. Upon receipt of r%éégﬁgiij:s r approval of recommendations for

termination of servi®e®, the Vice hﬂnpe&lor for Academic Affairs will
grant or withhold Qﬁ&g@tion o fl%llygeancies thus created on behalf

\_'~ f of the Chancellor, After due con tfon of budgets ¥d enrollment
projections. ﬂw“ T )

s

v. _ . . ’ /

R .

-

App01ntme

| - Eligibility’f

- . ." 1. éz{t;zens (by bdfga or naturallzét n) may be employed in posi-

- - B tions czy idered to b nent. Non—-citifZens undergoing, naturalizgtion
. thay be 4émployed in p tions which are no~fally'expected to ke permament,. P
. o but tg nure may not be granted to such/empl yees until na uralization pro- R
1 - -cedy es are complete :

R J2, As an, Equal Opportunity Ehployer, Universutyf
/ ermit ‘the employmént of personms related,by blood or ar;iage. Prefer- Co T
. ably such peréons should be employed under a different gpnizaii;ggl c
t of

°

ersonnel policies,///m

| ~ line of au ‘opity which means that each has a differept supervisor”op -
. " department ‘hedd. However, this‘is not to prohibit the -employme:
}\f”'qualifi‘" meiers of the same family in the same department sO long as - °
/ ) ' ; T-nuto determlne the appoantment” re\hntlon, -

.




Percie

'employee”related to

fluenced by

Should a situation sd develop uhere >
of a family finds imself in a position-of r fponsibility‘afﬁyc ing his
relatiye, he sho )
such .authority o ‘the next higher ‘adminis dtive officer. " In any event,-

decieions made, concerning members of the/same family should not be in-. .

;/interia f r‘Appointment.

- varying degrees of weight., Defjfiencies iy some criteria may be~counter—

Prbfessor
10 “Aent training and eXperience nL
2. as a‘teacher : o //
. ' ‘ s
4, 'ive participation /n profeSSional activ%ties o
-t ching and research B ”/

y : o professional colleagues‘g

13-A$sistant Professdr f‘"fh' - ,; E,ﬂ

Ty '.2;' Demonstrated ability as a teacher ,

' Instructor’: . -

, S v o o
& following triteria shqud ‘be.considered as guides and assigned -

balahged by superiority 1
spetjalized fields .of
by ¢o'ther standards.

oth¢rs. It is nderstood that, in, certaih
'y ese criteria should e rep aCed

ability to relate effectively to students and;/ i

L

Associat
v, Thé Doctorate or equivalent training and experience
2. Bood reputation as a teacher
'3.//Cood record in research and/or" scholarly or professional
/’ attainment . ‘ Sl

4, Interest and participation 1n professional activities;
"* than teaching and reseatch ' _
5, Demonstrated ability to relate effectively to stﬁﬂe

r?_z‘ "
.'.. . B

PR
o

1. The Doctorate or, equivalent tnaining and
fields the Master's degree may bé suffic ent)

» brofession ,vc’lleagues. '

an
°

‘1. The Master's degré@'or,eq

-

2, Interest in teaghing

o




[

. . 4. Excellent scholaetic record -as.-a” student - n e
'X\. - Promise of ability to relate well to students. LT 5\\“
o v L N .
) A : . P .. _" . . .‘., .A Y L » \ v .‘7
~._ Term of Appointment~ B Z., o 2 /3‘4‘\L.__;1.' S . “;>77~~.

3. Interest in research and/or scholarly or. professional attainment

Appointment of . faculty m bers, with respect to term 1s’of'two-types+*

(l) Academic year or ‘nihe montﬁ .and (2) Calendar year or - twelve months, -

depending on "the nature of duties.» Persons on the regular academic

facultyuappointed to teach nine months are paid in 12 monthly - payments.

"A faculty member appointed on the academic year basls earns one third of

his anhual salary for each quarter taught, Such;ger ns teaching in the
A Summer school Yeceive extra compensation. : ;jﬁ ; T v

_pecification of Position 5‘_‘_ 1., o VAP - -
s “ i .‘,A . B .

v The chairman ‘of the departmenc or the dean of th chool concerned','

’ 'should specify clearly the kind of: person he ‘is seek} It is* expected

-

CoA

5

®

A

that for each position: to'be filled a written job description, satisfy~-
‘ing. fully the University's assurance of compliance with Office of Equal’

Opportuniﬁy regulations, will be filed with the Vice Chancellor for .
Academic Affairs. - . . .

oo oo / T A ': AN ‘ - . ‘ ()
. > ‘ .

v No-

Rank and Salary . o \\\
L Rank offered candidates for positions should ‘be in keeping with the™

criteria for appointment listed on. page 16 ff of thi handbook.' Salary
offered should be within - the salary schedule range.fo the proposed rank’
"and subject to Budgetary limitations existing ip the gi en case. Pro-
posals as to rank and‘salary must be approved by the dea of .the: gchool,
the'Vﬂee Chancellor for Academic Affairs, and the office of the~Chancellor.

.,,;- . o . -
Credentials ’~‘v L .

- Each candidate ‘to. be screened must submit a dossier or a set of place-i
ment office credentials, incfﬁding at least three letters of recommendation -

(prefgtably more), and tradgcripts of academic credit. Tepnessee State law
now requirés thatiapplicants accepting positions sign a statement relhtlve
to any. corvictions for legal violations. ‘This statement - appears on the'
. .standard personnel. information form, which should
. as, @ means of making ‘formal application. '
't..“: L / L. s 5
Lnterv1ews : Wi Lo

- A . . 4
- . -, ; R
-

«A candldate with satisfactory credentials may be invited to* the cam-.
pus for an expenses-paid interview visit if his interest in a position o
seems genuine. If possible, each candidate should be interviewed before
-an offer of employment is made.. Departmental chairmen and deans ‘are
expeoted to search widely for well-qualified candidates, screen candldates

,very carefully,'and obsexve the provisions of the Equal Employment
ff1rmat1ve Actlon Plan._ .

\.
—_—




o%

" cation of-confidence that the 1nd1vidua1 is capable of greater accomplish—
‘ments and of assuming greater’ responsibilities. It ﬂs the poliey of the

o A . . 1
. N - L N

'General Statement o . , o .

Period1c Consideration f“ S : ‘ ) R "~.f %

. for ﬁromotion or salary adjustment annually, Annual’ reviews ‘are gondu
"by departmental chairmen, deans, and other appropriate academic officers
_ The faculty member should feél free to discuss his status with his depart—a
" ‘mental - chairman at any" tims. . < _ . S Y

ggecomﬁendation for Employment of Faculty Members f : ; o '1'| ///’)

-~ a - v

~ The departmental chairman and dean. of the ' sch001 concerned should
file ‘with the Vice Chancellor for Academic Affairs,: perferably after prior
cqnsuitation with him, any recommendations for employment of faculty mem—-
bers, stating proposed rank and salary. For this purpose, Personnel
.'Form No." 1 is used: Each, recommendation should be accompanied by a full

. set of credentials, two completed inceme tax’ withholding forms (W—4), and

for pemsons on long-term appointments, a sigred application for TIAA and
CREF- Retirement Annuities. Blank forms are available at the Office for
Academic Affairs. - : N . - ’

R . )
o - . ' L .
. - . .

vExecution of Contract ' U : . .
b ‘\h ' e
If e Vice Chancellor for Academic Affairs and the Chancellor )
approve recommendations .of the departmental chairman and" appropriate
dean, a formal letter of appointment will be.written to the candidate by
i the\Vice Chancellor for Academic Affairs. This letter with a written
\\i7letter of acceptance from the candidate will constitute the contractual
- reement. N v ¢’ _ L . -
All personnel arg;legally on one—year appointments, renewable each‘f '
. year, unless designated asg ldmited “téerm appointmentsl. _Renewals and ap-r. K
: p01ntments ‘are accomplished anﬁually by placing*the faculty member’s . = '
. name in the budget. No official ndtice of such renewal 1is given to L
‘tenured. personnel. Letters of appointment contain terms and condltions .
of employment..“ B . ~ : s e -

’Promotions_and.Salary Adjustments :' : : o )

a . ' . -

\ .
-

- »

Promotion in rank o increases)in salary aré in part a recognition

of past achievement. They are also & recognition of‘promise and an 1nd1— 4-n“

University to make promotions and -salafty adjustmentSVOn the basis of mer'

PP
SN . . o l IR IR i .

&
- . g . - . 3y

) . . ! ~ . " .
ay - ¢ - -,z .

B .
i It is the policy of ‘the: University to consmder each faculty emH"

. . i . b L
'¢ - s A : v o r

1
In general, all recommendations for promotion of salary adjustments
W1thin a department are initiated by the departmentaIfchairman., Recom-

[} . I .
’ Do
fis RN 4

1This arrangement is Specified in The University of Tennessee Charter

"of 1807. However, the faculty member should be: cognizant of the University R “

tenure policy stated in a previous sectidn. - S

" ) L R
o

A -_"-'.' o

~
_'1

N




. ’
Bl L . . {. . N
A . Effective M .JJ‘ - L . \
. | omotions in rank and salary adjugtments within rank are normally '
’ efféedtive September 1 ‘for those on academic year appointment and July 1
. ““‘*v-forcttgsgﬁon*calendar year appointment. BN
:, 1—*" ) . .. N o o - ‘;,‘-
e Crite‘iaffor”Promotion»in Rankr : T e e 7 sl
__\ - o= R i . v % » "““. . )
' 'Tn general, th teria for prOmotioqmin rank are_similar to thosj
for appointments in the various\ranks. Thé* Tollowing criteria.should-be
‘considered as guides and dre assigned varying degrees of* weight,/ efi éien—v
; cles in some criteria may be counterbalanced: adequately, by superiority in - 7
) others. Ln certain speciélized fields of endeavor, sope o ‘these ‘criteria
" may -be. replaced by other standards. . : W -
, : . . S L STl
| Professor . o ' -
B , 1. The doctorate or equivalent'training and experience, o e %ﬂ, . h‘j’f‘.
‘ g 2. Established reputation as a teacher; S s S
i 3.*.Established record in research and scholarly or professional o
| : 'A.'attainment‘ R S
. 7 . 4, Record of effective participation in professional activities . -
‘ \- other than teaching and research; =~ .° ST
‘ 5. Normally,-at least five years in| xank'as an associate professor, R
o Bac Demonstrated ability to relate effectiVely to students and pro- _— '
- R fessional. colleag\es. o _ - : e '
. " L, . . rr_k"".‘ o - . ' .“ﬁ ~ 4 ;" o
, Associate Professor .
5 : 1. 'The doctorate or equivalent training and* exper =ce§_’;.:_-ﬁ . g
| . L2, Good’ reputation as a teacher; * - = : [ P ' :
" 3. Good record in research'and(scholarli or profes ional attainment-.‘ -
: 4. Interest and participation in professional activities other ihan S
B - teaching and research; - ot ‘o N
‘ ‘/‘ - 5. Normally, .at''least four years in ‘rank as an»assistant professor' T
- . 6. Demonstrated ability to relate’ effectively to students and T Q\;/,
' ~,professional colleagues. TN o
: Assistant Professor o '}*f.',”w: o7 - -
‘ 1. The.doctorate or equivalent training-and experience (in certain ' '_,

motion or salary adjustments fox all other :ersonnel
/ed by deans or other a propriate officers. Norma ly, all such

mendatio‘s for
-are»init

be made by the. Board of Trustees, ‘and afe to be ongidered tentative until
such action h s'Been taken. This is normally an itemmof business at the
- June meeting. gf the Board. -

fields the Master s degree may be suﬁficient),p.

. e, C R O F
- 5
L 4

B, R » . . . L
’ . ' 9.0 ST ; : ) o LY
. . N e . e kY




‘ , — , : L B ‘
2, Demonstrated ability as a. teacher' L T a e 7
" . v 3, Definite evidence of research ability and scholarly or pro~ I
- . : > fessional promise; - '
I N Demonstrated abildty to relate effectively to students and Y
. : o professional colleagues. IR ., :

‘e .
Y .

Procedure for Effecting;Promqtions and Salagy Adjustments ‘Ij‘ T
L : | In general the following procedure is utilized when considering
- aculty members, for promotion or, salary adjustments? » -

. ' . :
5 : A *
. -

-l.. Recommendations are‘submitted by departmental chairman or Lo
. , others with this administrative responsibility, to the dean or comparable '~ . .
' _officer of the appropriate stchool. (Recommendations on the above—mentioned C
- incumbents are submitted by the next administrative supervisor.)v'

v

[y

2. Af"r ull “eonsideration, which may include "discussions. between , 3

the dep ental chairman\and senior members. 6f the department, and be-
tween ”,partment chairman and\dean of other academic official, as well as
. ap 'opriate interviews, the dean makes a formal recommendation to the Vice
% 0 .C ,ncellor for Academic Affairs. =

e

e, 3. The Vice Chancellor for Academic Affairs reviews the recommen— | Yo

dations and indicates his concurrence of non—concurrence before submitting ,

L e aallth@mreoommendations to the Chancellor. N & “”“T“ .
B : T T S X

‘q

v s

~.,

for final action.

I N . 48 - . it
) . 5. Any_ individual faculty member may appeal his dg::Ito any of the T
y "~ parties mentioned in steps. 1 through 4 above. Such individual should "
- follow the steps outlined above in présenting hi®s _appeal uniess he feels . -
that' his case will be prejudiced by so doing. '

., N A
;Qa . DismLs als of tenured ;Eulty aré made. in’ accordance ith principles e,
) ﬁ@‘and procedures contained n prev1ous sections«on pollcies regarding tenure. ‘ -
{ ST TerminatiOn of NOn—Tenured PersOnnel - L . g..? » *ﬁf
] o ' Y Non—tenured personnel if not reappointed will be terminated in « : -. ST
b accordance with térms specified in the letter of appointment. T e .
Ny Resignation - o L. . : o o o -
”;" j»”',' It is the clear obligation . of'faculty members who wish to. resign EE\\
v -7 © make their resignation effective at the end of the academic year, or under

'exceptional‘circumstances, at the end of an academic quarter.‘ In-all cases,

e
8
r \

"\‘1 T ‘ o . M




E notification of resignat

Pay Due on Resignation

1eave.

te,

.&'

~

K

’

" connection with the University béfore the end of-the academic year.are -
paid for the- numBer of . quarters. of teaching on the basis of one—third of
the ‘antual salary\per quarter. ' :

'i Death

‘ The Universif
by faculty in actiy
is as follows;, .

[y

1. Fox

the pro rata share of annual salary earned but unpaid at the time of .death,

v

. 2,

]

policy with reference to pay for services rendered"

.
“

.

IS

e

service whose contract year is terminated by death

L

‘v

. a deceased faculty member who was employed on a nine_gonth
basis, the/benéficiary will receive his regula; pay to the end of the
- month in Which death occurred, plus pay for one additional month, plus

o \

. s

PRy

For a deceased faculty member whbo-was employed on a twelve-

_month basis, ‘the beneficiary will receive his ‘regular pay. tothe end of -
" the month in which death occurred, plus pay for one more month, plus |
accrued annual 1eave. N .

g ' o

s tration
~... The fol

General Statement

-w

o

a

Official Leaves of Absence .

growth and development.

~
¥

’

‘

RS

Leaves of -abgence maywbe granted upon written

-request by the faculty member recommendation by the departmental” chair—
~man, and approvals by the dean or director, the Vice Chancellor-for
Academic Affairs, and the Chancellor. ! : :

A very 1imi ted

[
.

Leaves of absence are normally granted for not more than Pne year
and nogmally without University compensation.

mber of

grants-inraid may be awarded to agsist faculty members 4n further grad-

. - ' uate- study in their fields of specialization.
» +be, considered on;its merits.;

Sick Leave

oA

3

Each individual case will

I;éis the. policy of the University to grant sick,leave.

wing factorg~are considered in making the determinatiom:
‘length of service, (2) necessity. for replacement, (3) quality of pa
~gervice and potential future with the University.

should be made early'enough to'obviate serious .
1 embarrassment to the University, preferably by April 1. '

. Leave pay due on resignation will include a pro rata share of annual Ce
Teaching fsculty-serving oninine-month appointments who sever .

B

\

i

@ ' ,

The University views favorably leaves of absence for professional - v e

a

The ddminis-

f'this policy varies with circumstances of the individual case.

(1)

P




parents~in~lawy children, spouse, brothers, and sisters) an employee may e
" be gr‘nted Yeasonable and customary time off with pay not’to exceed five .

~

(5) working days. He may be required to furnish. verification of the TR
reason\for ‘the absence _upon request of the supervisor or the personnel o
author%ty. T - ‘ A : 2 Ly
, ia, - . . '\ - . ¢ £ o . , « .
Military Leave for Short Tours of.Active Duty - . - ST

Yo Tennessee law authorizes 1eaves of absence from: their re;mective
duties for members of the resérve componénts of the Armed Forces of thé ®
. United Stites who 3are employees of the. State, or apy political subdivi~
- silons thereof._ Any regular employee of the University, at any location,
who is a member of a reseyve componént of the Armed Forces of the- Unlted &
States is 'entitled to a leave of absence without loss of time, Pay, 1ega1
. - - leave, vacation leave, -impairment of efficiency ‘rating, or any other
. rights or benefits to which he would" otherwise be entitled, for all periods
. of military service during which he is engaged in . the performance of duty _
_or training in the service of thisf ate or of the United States. Such | . .
.officer or employee, while on § ‘military.leave, is paid his.salary or ‘
compensation for a period o periods not to exceed fifteen working days
in any one calénddnr. year Academic faculty members. ate expected to perform
their active duty mildtaxy training in the ‘summer and when they are not
.y receiving extra pay for ‘8| r\pession. , ' o
' Pol__y Relative to Extended Military Leave
i ' e
, . o Except under‘emergency conditions of total war, faculty and staff
-, © * ./ members should not seek active military duty at dates which would cosflict
' with the normal conduct of University business appropriate‘fo their em-
ployment. sSince members of the reserve forces may be called involuntarily
, at dates not selected by the individual, the University will cooperate
*with sugh staff members and the Armed Forces in every manner pogsible.. "In v

e general, the person called to active duty will be placed-on- ‘military leave . . ¢
N, . effective, the date of his assumption of actiwe milltary/duty and will be o
{ f '~~returneg\to the employment of the University at-the end of active duty. If “l
;b .. such dates do ntt coinecide with- the beginning oJ‘ending dates of the. ' L.

. - academic year or of anmy school term, the computation of thg payment for /
{ " accrued leave, if any, as well. as the specific dates for;release from and ‘

A resumption of University duties, will have to be determinéd by appropriate

officials in, each particular case. Persons retirning from military leave
. will enjoy the same rights and’privileges to which they Were entitIed

before they began military duty. . o : ) -

. b . . PR . w ~ L
C It is the duty of the department to find replacements for persons ’ T
so called if nedessary. -

B

E . e oo ' . ' ? «
P Fringe Benefits of University Employeed on Leave, with Patticular Reference
g to. Military Leave '

@
L}

Although the Un1versity has no option in choosing the date’ at'whlch
the leave becomes éffective, military leaves will be treated in the same
manner as normal le Fve in respect to fringe: benefits. T

i
3

™
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. paild at least quarterly in advance to. the Personnel Sérvices office.

S

c e .o "l"

P . o B T T . S o ST e T - N
. e : SN . . e I ’ o ’ ’ C
. 1 - -V . . . : ’
« . . . .
A\

N . s . . ;. o .

- N -

cv o1, Social Security: ‘Social Security deductions gnd'contributionsﬂ

N .’ by the employer wlll cease with the last pay check payable to.the employee
AR R\\\rhefore the: emplgyee ‘goes on' leave and will be renewed with the first cheak‘

from the University after return from leave. Coh

2. TIAA/CREF', Contributions on the’ part of the employer cease

with the last pay check to-the employee. ,The employee, however, may elect

to continue contriButions By depositing with the University Personnel Ser-
vices office geveral months® payments in advance® and having the remittance .
made through University channels. :
o3t Hospitalization—Life insdrance' HQSpitalization—life insurance .
coverage may be continued while the employee is’ on leave if he 15 willing.
to pay the entire premium applicable thereto. These premiums should be,

M

. oo
\ bA

Materni_y Leave .

4

! An employee who is preg/a t will be granted a maternity leave'of
‘absence'on request. An empldyee will be granted leave ‘Wwithout pay for

'maternity reasons after ghie has used, any sick kéave or vacation leave for .

which she 1s eligible.r The usé of sick leave for this purpose is linuggz{

sto the period (8) during which the employee 8 doctor cegtifies that she
. \

is disabled for work. ,

- If.the employee indicates €hat she does not inten to re;urn’to work
after childbirth, a letter of resignation. should be obtained. 'Despite.
-such a letter, the. employee may be eligible for unemployment compensation'

- under’ applicable State laws. and regulations if she reapplies for work and

is not reemployed . ‘ . S . N

o L
e PN

The beginning date of maternity leave is normally at the end
seventh month of pregnancy. Howeveér, the date may pe earlier or
‘the employee s obstetrician regards it to be in the best interest of the
employee or of the University. o o :

1

o

= Normally, maternity leave will end within a three-month périod fol—i!

lowing. chjildbirth. Additional leave time may be allowed if .the employee 's

. physician ‘states, in writing, that it is néeded for medical reasans: Upon

r

returning to work{ the employee shall présent a physician 8 statement in-
-dicating the employée 8 ability to resume work.

1?%%If within the threewmonthvperiod followinggﬁﬂéddbir;hlan employee
hasfnot returned to work ot notified the department head (academic person-
neleor theMPerSonnel Office (non—academic personnel) in writing that she®
désires to xeturn to work, she will be considered to héVQ\resigned her
position and may be terminated. ) B ~ . “

" An employee returning from maternity leave will be entitled to the

same position or similar position at the same level and rate of pay from
g which she left. B -

<3
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- : Annual Vacations for Personnel Emplgyed on a Twalve—Month Basds -

: Faculty~members regularly employed on a twe1Ve—month basis are ,
entitled to 24 working days annual vacation with pay. Faculty on tWelVe—
 month, appointments may ‘accumulate and carry forward fr/ one calendar year
to the next a maximum of forty-two, working days. In the ‘évent, ah employee
) -oft tWelve—month.appointment has a greater accumulationwthan one year's
. entitlement’ at. thé end of. any calendar year, ehe*carry—forward amount will
be reduced ‘to’ the, amount accrued during that calendar year. The: faculty
member will arrange the timing of vacations with his immediate superior.

- i

3

Annual Vacations for Personnel<Employed on a\ﬁine—Month Basis

All faculty members regularly emploxed onh a nine—month basis are con-
sidered to be on 'vatation after the spring quarter Commencement, and all
reports have beefr’ made, to a reasonable periodzprior to. the beginning of

' the fall quarter. :

' : . LY e

\DeSignated Holidays»imw

o 43

W'QLQSNT . ¥~' The following holidays are normally recognized by the University,
.« ,Aand; _ﬁ‘ s may be declared from time to time by the administration,
L o S ' “
: i - " New Year s Day L Thanksgiving Day
S e " Independence Day | " . Christmas
ot ; - “habor Day ' : . :
; General Policy E T 'j o o {;;

T * . Gl .
R . ! ! )

S ‘ The University 8. Board of Trustees has issued the following state

‘ 1ﬁent clarifying its pblicy on ‘the cancellation of classes: "Students wh

- enroll at the University of'Tennessee have paid fees fot courses in which
they are enrolled and the.céitizenry of ‘the state has provided funds to -
support scheduled academic activities.. Hence, faculty~and staff members
are to conduct their classes and related functions in accordance with
previously established schedules. L'I‘here will be fo deviation from this |
procedure unless’ permis51on is given by- approp&iaxe administrators, inm ﬂ.

accordance with, procedure% established by each Chancellor"- . -
& : s

&

i

' "Action contrary tgythe predﬁding policy is p facie evidehce

R violation of contractual qpmmitments of faculty-and staff memb/rs~to th

S University of Tennegsee. 4ﬁar1ations from this Jpolicy will be investigad
and, in. the event of. verified violations, appropriate action, including

, V01d1ng of employment coﬁtracts, will be taken."‘ ‘ o .
o .

In, general, a faculty member"who must be absent £61F anyhieason is¥ A
expected to- secure the permission of the dean of his. school for the absence ;)\
and approval for any alternate arrangements for teaching the classes *
missed. In the event of an unusual ‘or prolonged absence, or the necessity ,
of 'employing a paid substitute, arrangements must be approved by the Vige'
Chancellor for Academic Affairs. 1In cdse-of an absence which is unantici- -
pated and unavoidable, the department chairman or the dean of the school
must be notified immediately. R T

o
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Teaclhing and oo . - \ | ) o ‘
. "" T . I : . . \ . .

" their teaching loads to allow ‘time for adequate department@l™administra-

‘each 15 members (or major fraction thereof) in his depart nt may be

Office Hours . o 35' ; : ‘ o

Z{Eaculty Load ahd Offjce Hours

\,!

In evaluation of teaching load weight 8hould be given to number of a

credit hours taught, -numBer of teaching hours per week, size of classes,
* and extracurricular services undertaken. A minimum of twelve credit hours N

in courses with full enrollments per full~time position may be taken as an
acceptable guideline. This may be reduced somewhdt if a large part of .the-
teacher's load is laboratory teaching. Administrative assignmeqt of centain

., duties to a faculty member and paxticipation in appToved research may in-

some cases justify a reduction in his teaching load. In certain instrue-
tional areas the nature of imstruction required may justify- reductions in .
the number of credit hours expected per teaching ?%sition. oo -

C o . e . . |
. . .

TeachingﬁLoad of Departmental Qhairmen

N

Departmental chairmen are. normally expected to

tion._ If ‘a departmental chairman's :administrative duties- are limited to
those of his department, a reduction of- teaching load by\25. percent for

taken as a reasonable guideline.

' [N . i N B

Eachwfull—time "iacher is expected to be available to students on a : A
regular basis for gohsultation and advisory gervices. -Office hours fall- /////

ing within the~tifie period 8:00 a.m., to 5:00.p. m..should, therefore be )
scheduled afi¢ chedules sh ld be posted, ~ .- T

a

/

P 4
General Faculty Meeting_

“called faculty m?etings.

AOffice of the Vice Chancellor for, Academic Affairs._

De partmental Facglty Meeting_ S

. needed to achieve effective communlcation between the administrator and

L . N (‘
Faculty mémbexs are expected to‘attend/ail offieially scheduled and
y i official meeting of the faculty and various
e he: efore the,opening of the’ Fall. Quarternc.It is
- faculty member be present. In a case of necﬁssarx
absence .from an, off1cial meeting, potification should be given -to the

grqup conferenced.
important that eve

: ~Im the interest of communication among adﬁinistrators°and faculty

and in order to encourage ,the participation of all faculty in instruc- . L
tional and curricular planning, all academic departments should hold at #
least one or more regular;faculty meetings pér quarter’,-or as-often as

the group- reporting to him.g o . *

+ .
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paid trips to eetings nay: :be necessary

General Reg_lations ST » . .

5 o to .

I E s .
\ . . . /

y-\ ‘ E \ ; ' .'A . » ._'

‘In accordahce th The University‘of Tennessee - gene}al policy of
promotion’ of profes 1 growth and development, . fatplty members are _ e

“* - encouraged to attend an participate in professional ;society meetings.

In cases of budgetary stringency, 1imitations on the number of expense—

[y

The policy of the Unfyersity in' this connection-ifs as follows: The - K

travel must be necessary for the .proper executiqn of official Umiyersity ST

business, or in justifiable pd% uit of -the Univ@rsity s educational .and

-research gbjectives. Meetings and conferences to be attended must be of’ o
- a professipnal nature that, will Ancrease the attending individual‘s use— '

”fulness to the Umiversity. : ' S o _ _ -
) . ‘ ' » . 1.“' T o q . [ - ‘ » “ ) v . ’ t\‘.;’d
Faculty Travel Policies and Procedures .. = \', . -

Lo

1. The regulations in this section govern Qk/vel at University
. expense. ~Authorization for travel will not be granted and expenses will
not: be reimbursed ‘unless the . travel is made and reimbursement claimed in T
accordance with these regulations. FEach depar'tment head must require

" that all individuals in his -departsient who travel or are involved in pre- ' .

cessing expense accounts are thorOughly familiar with these regulations.‘

(o9

2. General University" travel is on the: basis of reimbursement for

~iss
. 'the actual 'and necessary. expggigs incurred, eubject to the limitations ° -

- aet forth herein.’ Receipts: must be submitted with the expense account
for each expenditure<of $2 or more, except for meals, taxi’ ‘fare, and bus
. fares under 55. An‘accurate record must be kept of expenses 'incurred, . o
"since refmbursemert will not be made on estimates. Allowances in lieu of
expenses will not be approved except in the case of mileage for use of
private automobile. #\\ :
¥ ! ‘-.(,f .

‘3 Regulations relating to travel of University personnel Qhose
expenQes are to he paid from special grant or contract funds willibe in
accordance with provisions of ‘the grant or.contra t where such instru— _

é a

: ments specify travel regulations.- B R . Fad RS

s

" \\ ( ’L‘ [ :!, ’

ty, Expensé which 1is incurred at. the offiéﬁal station of any officer /

- or employee will not be allowed. - The official station is office HEad—

quarters or the designated location of employees established in the  field.
Devxations for unusual or hardship cases must be justifled and authiorized
in advance.‘ e - SoE e - o o

o . a
\

-9

'

lThe travel regulations contained .in this chapter are consistent .
with and subject to revisions of those published by the University in its- -
Manual of Fiscal Policy and Procedures Statements (FPPS No. 5).

b

) o . ) "
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Faculty. Attenflance at ‘Professional, Meetings = ' .
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" construed. as an indication of amounts that should be 'spent.

5. The limita on’ travel expenses set forth, herein are not. to be

Inatead,

'.hEhESe are maximum amounts’ above which reimbursements canpot be made. Uni-

“ prier to the departure date:,
- will approve all travel of.his collegé or division perbkonnel.

and circumstances permit.

Authorization for Official Travel

-

A

i

:

‘o

. o "versity employees in traveling should he -as conservative as good taste ,

&

ot

. 1. A properly executed Travel Authorization Form (No. T-18)" must
accompany each request for reimbursement of official: travel (available
from departmental secretaties and from the Business Affairs Office) This
authorization, when properly approved, is prima facie facie evidence of the

!-officiai nature of the travel and ‘serves as. supporting documentation for
4workmen s compensatlon and related. insurance glaims in the event of acci~-
dental’ injury or death,

‘For, this reason, staff members must initiate.
travel authorization forms sufficiently in advance in'.order .that they'’
may be reviewed and approved by the appropriate,authority and returned
For intra—state travel, the-dean or director
The.appro-~

_priate vice chancellor will approve travel for ‘the deans.and directors.

- For inter—state travel, all trips must be recommended in-advance: by the’

~ dean or direcfor, then approved by, the appropriate vice chancellox

Requests for authorizatio for travel must’ show the purpose of

'the trip, destinations, length of traved status, date and time of 1eaving

and return, and- mode,of transportation. . S ' 5
. q

. The ortginal of the approved Travel Authorization (Form T—18)
must be attached to therexpense account when submitted to the Treasurer
for reimbursement. g . R . IS

. 0'

v : . . -
- . v .

.4. -Deans, directors, department heads, and others authorized to
- approve travel reqpests will be guided by the following consideratlons.
. : The travel must .be necessary for the proper execution ofv

official Universi%y Business, or in justifiabléepursuit: of theo

g f-University 8- egucational and research objectives. R -
i baﬂ Meetingsvand conferences to be attended must be of a -
professional néture that will inerease the attending individua ! %

s E

p 4ot

usefulness to the Universiﬁy. ‘ : . ¥ ﬁﬂ
. .- R

o Attendance of an individual at professional or’ scientifich bl

o meetings ‘shotild be limited to_ not more than one per fiscal ye’f
unless he igd Anvited to deIdver papers at more than one meeting or
unless he &t an association officer whose attendance is required

at more,than one meeting : v" - L :

d. If more than* one°individual is attendin 'the same meeting,
fthe authorizing official will- approve the use of ‘T UniVerstsy car
whenever available. If authorization is given for the use'of @ '
University car to attend a convention or meeting, no concurrent
authorization for other modes of travel at Univeraity expense

‘e B .
< .
K] LT . R /
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: 28
.ghall be granted unleaa there is an excess of four oﬂficial
representatiVes for each University car making. the trip, or .
unless sufficient justification is made. /

0 ) :’
o e On minor travel itema, authorization may be made by groups
~and 1f 8o, -expense accounts for each.group must’be liquidated

e S at the same time. LT _ P -

*

Iw.'

. f. Establighed field travel may be covered by blanket travel/
_authorization for defi tte periods of time.__- . ot

[

Fom T_la )

o

Transportati

Expense - -l: "_ s

ca r{/r :(ailr, train, bus) wherever practical. Advantages myét be taken
;yf/rohnd—trip rates when available, Travel must be by the
” route possible, and any individual traveling- by an indirgct route must’
- bear the extra expense. occasioned thereby. - o o

Transportation fzzzpersons traVeling singly ‘should He by common

2. Air Travel. The use of airplaneotravel is recommended when the
o cost of the employee-s time is an Amportant factor 3gnd when the trip is ..
o . 80" long that other methods of ‘trayel would- increase the subsistence -
s expense. The-traveler's cppy of the airline tiche, or an acceptable
nreceipt must be submitted with the expense account. ' : :

. -

‘. ', The current University regulatidns/require that/accommoiations for ' -
‘ - ‘air trayel be.by tourist or economy class. In the-event that more ex-
"pensiveAaccommodations are required, -an explan tory notation must. be

made on the request for reimbursement. . .‘2///4 : _ .
7\\ »J:t o All University employees must fol ‘the<above proceddresv0~ dany. -
,;\; : . expenses  to be reimbursed in excess ofstated University ;;ggl tons. , If
. , ;requests for reimbursement are proceSsed “to the Busi;ﬁggx fairs: Officg
S o

 without proper doeumentation, 4t 1s necéssary that appropriate adjust— ~
’f.ments be mad “or the rbquest be returned for cOrrections.- '

N ’m "

Train Traveﬁ A receipt f-
R foad's titket envelaope, with the. £z ‘
& ', must be"submitted wiiflk T &1 expeiis; V;ccount. When Pullm accommodations
»1:. o * are used, the Pullmen ticket stulit fust also be submitted ith the expense -
o - - account, T R

. i " . P
Jav . - & . -t

: i b, Bus Travel. A receipt ‘or ticket stub for bus.travel must be -
A submitted with the expense account, except in cases of ':ort trips'"

<0, where ‘the fare is less than_ $5. . EN .gjx' . .

: : 5. Travel.*z_Autompbile. Automobile transportation may be used.
AR to- sdve- time when common.carrier transportation cannot- be\zatisfactorily
.  scheduled to cover .a number of outlying places, or to reduce expenses

3'._ , .Awhen two or more University employees are making ‘the trip. Authorization'




’ v
: b '

/ P
will not be given for the use of more
/ number of University employees needig

a. University Au-*mo;ile. If necessity or economy requires- - v
travellby aut obi should be made of a University-owned ) L
automobile n ervo is available. A courtesy .card, supplied : -
 with motor“pdcl aufomobiles, will be used By the traveler. for . o '
pqrchase/of’gas' o1, and other auto service. Contact the Uni-~ ' ‘
' to arrange the use of an automobile.

L]

,
s

be. autho ized In the event a University employee desixes to per—
;icial travel in his ersonally-owned automobile for his

(1) For use of personal carslby employees An the
'field who -are authorized and required to usé personal’
cars in the daily performance of theilr duties, or in-
‘cases where two or more Univérsity employees are trans
, " ported, or for persons traveling singly when necessit
3 v : ' and economy (as. explained and -justified on the expenge
C - accouht) require.the uBe of a personal car, ‘a rate o
e .12 cents per mile will be allowed to the owner. -

e

. —_— /s
R / ~(2y 1f, in the performance of official travely a
o I personally-owned automobile, transporting only -
' ~7 “yersity employee, “is used.for the convenience of ‘the ,
e , \‘“~;\;- employee, ‘a maximdm rate of 10 ‘cents per mile will be
: : - allowed.- o . .

A . v

o7

0 "

: ount/ﬁust indtcate the_fravéler’ s

(3 The expgnée a
itinerary and mus . ow ;hxﬂmileage__x_odometegyreading

T

/g/ (4) 1f an ir ec .route\ 1s u§édw\mileé%e as:indicated
'w\the RandchNa 1y ilaagge table will be regarded as

:7w\\j dfficlal., - c A ,‘,ﬁm, \ N &
; ' TN e s1 SN . ’ -
ﬁimousine Service and Taxi Fares.\ If travel is by a commo’-' T o

T allowed No rece1pt ; r'this expense will be requiredJ but each fare
v - <must be indiigl}}v . listed on- the pxpense ‘account. After arrival’ at
B St destination T fares fon\local transp

k 3 ation.will not be allewed when
. ‘i: regular 'established streetcar bus, ore\ubway gervice:is available
. 8 the necessity of’ the use of taxis is eXplained on the, expense P

S




. 7///bar Rentals//t Destination In the event it is negessary, to use. .
ntal -car serV1§9/é%_the trip destination, or for a portion of the;' T L
///Voiggcial travel 6cedures set forth in "Securing of Transportation =~ S
Employee's a;pins ' page 32, should be followed in securing the - pom
éervice and s ‘stantiating tHe eost thereof on the travel expense accounw( o
Form T-3), Lo L L , N

A ) i

4

Checkiggﬁin Expense at Hotels or Motels. Reimbursement,of such
Ge up to $1. 00 is allowed at each such facility B v

a

9. Tolls Ferrx Fees, and Parking Tolls and ferry fees will be

e allOWed. Necessary charges for hotel and airport-parking will be a fowed. - IR

‘\\\\Erovided the airport- parking fees do not exceed normal taxi- fare. and '
/

rom the airport., Receipts:must be furnished on airport and “ho;
l.v: &' . .

/// Subsistence Expense
Ce T 1. eneral. No reimbursement will be made/;o: th expense of meals T
i _ " or lodging” fncurred within the limits of the. employee's~ efficial statiOn‘,‘ ) : .
' > or place of. residence. Unnecessary méals and lodging' expenses which ‘dre -
occasioned by the use of an automobile for reasons of the employee s per- ;. e
" sonal convenience, or which are due to travbl by ‘an indirect route, will. A S
N - not be allowed. Conservatism is expected«in the choice of- hotel or motel " .
ww . accommodations. " ¥ield personnel located in one place.ﬁor an extended . Ah-ﬁ” I
S period are . required to negoti’te and secure. reduced rates. ‘" = e st

‘The hout and date/of departure and the,hour/and date of return must be
~shown on each exﬁense account. - . '

",“ ' c 2. Lodfing. Lodging exp sé applies to the- date in which the night
., - begins, and actual expenses will be allowed subJect tQ the following,limi-f ~
. tations ' - .

| N /. K i e . S

. L S \\a .. In-State. - hédéing expenses incurred within the state . ',\\\f:{AK ..\\\
~ . o While\on,official ‘travel will be reimbursable to a: maximﬁﬁ\og : T S~
: - ' $12bh per day. Lodging expenses incurred’ in the tities of Na ville, //. =

. \\ ' Mém 1s,\Kno'ville, Chattanooga, ‘and the Tri-Cities area' will e, - :

; \
/ b

L . .. Outnpf'State.,“Lodging expensesyincurred out pf

s e 0L whiléton\efficial travel will be reimb rgable to a,maxihum\of "
”T:QZ”' $20 per day. Lodging; expenses incurred Yn the cif les of Ba ti—
N * mo e, hhic go, C1 veland Detroit Housto Los,Angeles ' New :
S ﬁif tﬂn, D. C., will ba .

4
N

o

i
N
v ©r

»

Acthe more moderately—priced acc e requested when— /'

- ‘ever a_choice is ‘available. “To qualify- fer his exception a "

°}v7f g ation must be%ﬁade'on- e expense aeccount that the lodging . S
o ;wg \incurred at the/ nvegpion or official meeting otel or motel. ’ BT

L e RN - L




* i?a' ’ e 'In-State. While 0

o
w
=

T - o d. If hotel or motel- accommodations w1th1n the above-stated
. limits are.not: available, the additional expense 1ncurred may be
fnreimbursed prov1ded an explanation is placed on the expense -
- . . account, . To qualify for this exception the traveler must require
. the hotel or. motel cashier to, enter,a motation on. the, lodging receipt:
that the accommpdations used were the lowest priced available. :

PN
-,

v e If a room 1s shared with other than a Un1vers1ty employee‘
.. laom official business, three-fourths of ‘the actual cost of the room
v . “"will be ‘allowed, subject to the:maximum limitations set. forth
' '_above. The receipt for the entire amount should be submitted
with the expense\account on which threehfourths of the cost is
S fclaimed If the;single rate for shared. accommodations is in
. " - excebs of .the thyse-fourths coet,‘reimbursem Pt may be claimed” =
at the’single rat# provided documentation of the single . rate is
submitted with thé-expense~woucher., .. Such reimbursement is also;,
- sybject to maximum limits.u‘

o v,’ N # . - a,
. [ { o o o .
ged on- lodging will be reimbursable"'

I
e n."ﬁ . : o
M

fo State sales taxes

to the extent that lodging‘expense is reimbursable. °fFiq L id.v
R HB;S Meals.v Follbwing are ,olicleS'on meal~expenses: 1;- o _-vf;"ﬁ,‘

‘actual expenses not to exceed $7 50 per ‘day will bé allowed, for
‘meals. .For.fractional days in travel statws; the $7. '50 1imit will
be prorated as follows*‘ $l 50 for breakfast, $2 00 for lunch,
$4.00 for dinmers :
A b 0ut4of-State. While on official travel out of the State,.
G :actual . expenses Tnot to exceqd $10.50 per day will be allowed for
" ‘meals. ” For fractional days ‘the $10,50 limit will be prorated as
follOWS. $2.00. for breakfast, $3 :00 for lunch, and §5. 50 for‘
. .dinner. - _ S <

.
<y . . d .

) < PR v"- - Y 4 X o
jci When the daily limit for meals is exceeded because of the

~ a receipt or proper explanation for the banquet charge 1s sub—\v
. m1tted with .the'; expense account.: : o
e d. The following time schedule fpr departure from and return
__to the official station shall determiﬁeseligibili;y for reimburse-\
ment, for meals: :

L{/ff“* ST : . f?‘”‘ If departure before Ifireturn after .
' " - Breakfast’ | J:00 am.  8:00 am.
o ‘Lunch* ' . 11:00 a.m. = 7 . 12200 Noom .+
R : Dinner o 6:00‘p.m. o - 6:00p.m.’ -

eimbursement fox lunch meals will not be made when.: .

trave ?completed the same day as begun ‘unless departure is

ve@

cost of an official banquet, the excess will be allowed provided o

" * 3

official travel ‘within the State, .- gz e

)
B .
" . 1 . ‘. N . - : - R s
. B ST e : .@ S
| . - . - . . v . - 3 .
) o s . N e - .o a . : ' :
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~ - e

Miscellaneous Travel Expense

1. Tips -and gratuities,plaundry, valet service, entertainment, ,
etc., are considered personal rather' than official expense and will nox
be subjéct to reimburseme t on expense accounts, . . ‘ Lo

[

, L2h Cha rges for long distancefrelephoné calls made on official
. business will be. allowed provided the expense'account reveals the. name
and location of the party called, the date of the call, and the nature .
-of the ‘business. Telegram ‘expense will be, allowed. provided similar in-
formation is shOWn. Necessary local telephone calls made on. official )
business will be allowed : oo . o

)

o ! 3. Necessary charges for the transfer and storage of baggage will '
,  be allowed provided the necessity is explained on the expense account.

“?

. to attend conventiodns or meéetings will be allowed.. Any portion of regis—f

e & .. recreational outings, etc., will not. be allowed L
- > : u’e e : : C
‘ ~ L. & ; s
’ o 5.% If the occasion necessitates ‘the paying of meal expenses of \\
other petsons pr0perly considered as official-guésts, the expense should
" be. separately ‘itemized on the expenSe account, with the names of the
guests and their official connection indicated ‘

\'.4

Claims for Travel Expense - f; ; 5; -n'- o . v

‘U ' . 1. University‘Form No. T-3 will be used for:all claims for travel

‘ expense. Form T~3 myst be properly filled in, with- ‘the items’ arranged

., ¢ in the. proper columns, with correct totals for- éach column, and with the -

total of the claim. Legible, properly serial numbered subvouchers must

‘ﬂ . be attached. The éxpense account must show movement and detail of_ ex-

| < ' penses day to day. ‘The expense account must exhibit and prove the travel
... ‘ “and its cost, must be susceptible ta, check, and must disclose all necesJ\\\
R sary information to prove th
| g Forms T-3 are available from the Treasurer 8 Office.

E L2 Expenses for suppLies, postage, and other items that do not -

constitute actual traveling expenses should not be made a part: of tﬁe Tq3 .f"

S . e

travel expense voucher. N A : : LT

\ . . . » . ', P

) "' 3. . Expenses incurred in attending conventions and meetings of N
o ausoc fations and- organizations must be supported by .a program of litera-
e L. ture which sets forth the opening and closing dates of . the convention.‘
. : . s - . - y ) -
Securing of . Transportation .at Employee s Expense L .

i e

e

. R The normal procedure, under University and State pf Tennessee travel
. . regulations, for securing commercial tramsportation for\official travel
is for .the employee to purchase the requir d authorized sportation at -
b "his own ‘expense and to request‘reimbursement thereof on a gavel expénse
{ - - - voucher (University Form- T-3). The following’ are approved methods of ]
securing this transportation and substantiating claims for reimbursement

thereof: . S S ’
Q - _ ' - . »

]

g ;f - 4: Registration fees in the amount neceSsary to qualifyxindiv1duals “

‘ % tration fees which covers the.cost of personal supplies,Jsocial activities,‘a

.
.\"\
-
X .

claim. (Refer to FPPS. No. 5 Section VII ) ,\

o -
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1. Cash Purchase of Tran;pprtation 21 Employee.‘

~ing employee pays from his personal funds for necessary-transportatior
required for offictal "travel, acceptable receipt for submission with the
travel expense account (Form T-3) is: - N L

¥ . LA

2’

EY

a. The traveler 8 copy of the transportation ticket which .
o shows itinerary and cost, or :

. 3

o - . Q'b.' A receipt from the transportation company or’ travel o
h R agency indicating the information listed in (a) above, ,or '
. ¢ Vi v Ay )
o ©. Ca A ticket envelope of the transpprtation company in- o o
. dicating the information in (a) above. N
N v
2. Purchase of Transportation _X.Use of Personal Credit Card. Em—
. ployees\may use personal credit cards in. seCuring transportation for -
. official travel, and any of th; ‘documents listed in Paragraph ‘1 above
" . which indicate’purchase by means of the travelér's personal credit card.
.will be satisfactory evidence of expense incurred for submissi?n for. re-
imbursement o the travel expense account (Form T—3)

’ ’

P

H .
44. .

S o 3. Purchase of Transportation Throtg_ Personal Charg_.Account -
" With a Travel. Agency or Transportation’ Company. Employees may:-make
RO ¢+ - arrangements with travel agencies or transportation companies for the.
- S ~furnishing of tran$partation for official travel and billing of the’
- charges to thfe employee's personal account. - In such cases, any of .
o /the documents listed in Paragraph 1 above, or the agency's inv01ce to the
employee which’ identifies the transportation furnished wili be satis-
" factory evidence of expense “inéutred for submission for re ;bqrsement on -
the travel exXpense account (Form T—3) ' s f_ "

AL |

"Such eharge accounts.or credit arrangements are the personal re-
sponsibility of the employee, and invoices- for transportation billed to.
.the employee ‘may not be’ approved for direct payment ‘by the University to -

s

~ agency.,

,travel expense account’ (Form T—3)

The employee must- ¢laim:. reimbursement for such costs on his.

B v';"
o .

o Securing of“Transportation at University Expens

NN :
-
- B
.
! .

. 1. Approved Travel Authorization Required. When commercial trans—
ce portation at University expense in advance of the offieial travel is
’ desired; the employee must present his Approved Travel Authorization Form.*
(Form T-18) to the Business Affairs Office and request that arrangements
be made for the securing of the transportatiOn.

(iﬂ/ In éases of long trips: involving sizable tran3portation costs, and
in other cases wheré the securing of transportation at the employee' s per-

‘the employee may arrange through- the Business Affairs Office for the secur-
ing of the necessary transportation at ﬂniversity expensge, - Should this
'accommodation be desired the following procedures must be employed.

o . e

o

_sonal expense will result in considerable personal financiaI”inconvenience, )

When the tratel- . ° =




2. Transportation Request Number.' Upon receipt of each such request, -

4v,the Treasurer's Office will assign an officLQl_Tzzzzportation‘Request

v number. An approved’travel agency or transportad company ,will be comn-
tacted by .the Business Affairs Office and authorized. to furnjsh the trans-
portation and biil the.charges to the University. The original of the
Travel Authorization Form (Form No: T-18) will be endorsed, "Transportationl
furnished under Transportation Request No. _» Date ._ '

" The traveler. ‘will be notified ‘concerning which agency. or company is author—u

ized to furnish the tranSportation,'and he will then make his own arrange-

. ‘ments regarding schedules, itinerary, delivery of tickets,'etc.

“ L,

3. Blllig& and Payment.‘ Billing for. transportation under authorized;

' Transportation. Requests will be submitted by the travel: agencies or com-

"panies directly to the Treadsurer's Office (or appropriate’ ‘Division Busineds-

0ffice); which will check the invoices for compliance with the Transporta-
. tiom Requests and then forward the invoices to .the department which 1s to
~be charged for departmental approVal and recording L
. !

‘4. Tickets Nonfefundable. Agencies and companies issuing trans— -

. portation-on the University s account under such Transportation Requests-

‘will stamp such®tickets as nonrefundable. 1f for any reason tickets
segured through- this procedure'are not used, the tickets must be promptly
. returned to the Treasurer s Office in order, that they may, be. returned to -

:'the agency or company for credit to%the University s account.

l'_
.
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< Retirement Elanngor Academic and &dministrat&velPersonnel

LI N

o ’Social Security ‘ e SRR . ! " S

& "' Part—time faculty/are covered’ander Social Security if - they are

&~

b -

" ) ;
- Al ﬁull—time faculty members»are automatically covered under the:
provisions of the Federal 0ld Age ‘and Survivors Insurance Program, (Social
Security) "Eligibility,dis prescribed by the terms of a private contract’
with the Social Security Administration since the University is not auto—
&Matically covered by law.. No ‘enrollment forms or physical examinations e
are necessary. - The University ‘and the employee _each contribute at _the '

‘rate prescribed by the current Federal Social Security legislatlon.

A

"aﬁpointed for‘the entire three quarters of the school year and teach six
credit hours “each quarter and/or eighteen credit hours for the. total
'school year.’

-

:University of Tennessee Retifement Plans - R

- NI X

u Retirement benefits for faculty and\staff of - The Univers1ty of
Tennessee are provided through two separate retirement plans. Non-
‘academic employees are covered;in the Tennessee Conseolidated Retirement
‘System, the same plan which provides retirement allowances -for state
employees. - Faculty and staff members are eligible for the Joint Contri-
butory. Retirement System (TIAA/CREF) if they are engaged in professional
“duties classified as teaching, 1ibrary service, public service, research

I o ’ : ' ~
Lo - : .

‘
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"+ ‘administrative, or'administrative—professional. Spéiifically excludedibvf”

from membership are the - following categories of employees.-:

- . - A - Q - . )

. . 1. Bona fide students (as defined by the\University), including
teaching assistants, graduate assistants, student laboratory assistants,
-.and educational interns, - S L . . C

SN

v 2. Visiting or temporary teaching staff of whateVer rank, employed

without & view to continuous duty, except in the ctase of individuals who - |

~hdve existing contracts with TIAA/CREF (see "Limited—term App01ntments" in
Chapter III, above); . o . :

N
it

317 Employees eligible to be coveredbunde%'aqfederal-retirement'act;;

by Part—time employees who,.in the case of teaching fahulty, are
% not considered "regular part-time.' The definition of eligibility is
currently under study. . . o
s Staff members classified as administrative or administrative—pro—,
.- fessjonal have the option of partieipation in the Tennessee Consolidated
; Retirement System or the Joint Contributory Retirement System. . 2

Full details concernlng eligibility for the benefits of these two -
« retirement systems may be found in:the- handbook, Benefits. .and Services

. Available to Faculty and Staff’ of The UniVersi_y_of Tennessee, distri— I

buted from the Office of the President._ ; s
. . o : oo O

:{ - ' Compensated Outside Services S
Aa'}‘{\ . - Ty l.. .

hd staff member at The University of -

"Each - full-timdjfacult

7 “~Tennessee accepts appointmpéhtjwith the understgnding that hisprimary

employment responsibility®is to the University. Facukty and staff members.'

are encouraged to. offer pﬁg?essional advice cpncerninggdevelOpment of
natural resources of, the%bbgie,\new products, or. new’ scientific apparatuses
" arld techniques; to conduCt research and:to prepare andzpublish or read
‘papers concerning . such research; and to serve as ofiicgrs or as members

f coomittees of learned ‘and - scientific societies.. Such activaties are
not .mormally” considered as outside work. :

v

-~ e - Yt
&

Ordinarily private business of members of the ﬁgculty and staff,
such as investing of: ‘money or the hiring of labor’ 1n”%r1vate undertak-

f/ﬁ ings, does not fall within the purview of regulation by the University,

prOV1ded’the business is- of such character as not to qpnstitute a’ con-
-nf‘ flic; of interest of to damage the prestige of the Universfty and prov1ded
7, such business entails no loss of time or efficiency in the performance of
' “Unlversity duties. .

: Occasions may- arise when it will ‘be mutually beneficial to the
University and to the faculty or: staff member for the tter to accept 7
remunerative par t-time employment on or off the ‘campus’ - “This policy S
statement established principles which will gudide faculty and staff ”\ o
members 1n cases of ‘this nature. These prInciples are: - - A '

. . .
N N N A N . v
: . B : e B . : . " . *
) . '3 . . . .
» o [ : . . [ . PR ‘. . : L. -
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aggregate of one day per week. -

;vices may, not be used in the furtherance of dutside work fEr additional

‘administrators and written approval by the apbropriate chance!
’des1gnated repreSentative.‘ Normally, such cases will be handled: by Writ-ﬁ.

vuse the ndme of The University of Tennessee 30 imply support ‘or endorse-_. - ﬂ'\sn,”

“exgept in unusual circumstances and with approval of the office of the

" not receive extra compensation for overtime work foE the University. Any
‘Vexception must be ‘approved by the appropriate Vice h

side re ularly assigned duties shall obtain the itten*cpnsent and .,
approval\of his department head, dean, or other appropriate administrator.}\

2 Outs'de employment shall not interfereJWith full and proper
performance of University duties and shall not in: any way conflict" with

the best inter sts of The University of Tennessee. Such employment - , .
'should be limitled in scope and duration ‘and related to the faculty or — T
‘staff member's 'professional ‘interests. The total ‘amount of time expended

by the faculty member on outside activities for pay must not exceed an

.
.
N

3. The University cannot accept legal responsibility for privately

vinitiated work. Such responsibility rests on the faculty or staff members.

b University equipment, supplies, an clerical or technical ser- f

pay except in highly unusual _cases . and folloﬁing approva v,jappropriate

pllor or his.

ten contract between the faculty or. staff me% er and the q? yers ty @t

'5 o faculty or staff member. of The University of Tennessee may f'uév",r~ﬁik

ment of any outside activity or product

Lﬁ,‘ . v e .o

6. A stiff member, cannot be allowed to-do extraaw 5 for remunera-&“ | |
tion within th department or agency by which he is reguiaf1y~employed . t.\\<f

appropriate Vice Chancellor. Additional compensation may be paid faculty

~or staff for work performed for the University,\over and above. basic

salary, when the work is done for a department Qr agency .other than:that . .

" which provides primary employment. Such compensation must. be . approved e

by the office of the appropriate Vice Chancéllor. " - . L

A\ R S "

7. A staff member on full-time 12-month app intment normally may\

ancellor.

1 4

The preceding policy statement is not to be interpreted as-a limi—

... tation on’ the freedom of faculty members -when they are not on Un1vers1ty
. assignment, including the sunmer term for faculty members on nine-month

employment. . . o : e

. o
B - - ",

v
o

Sgeaker Policy

in June, 1969 the Board of Trustees approved 3 speaker policy for - .
all campuses. . The formal/statement of the approved policy is as follows: - N

4 . . . . \

4.6” o " f o

Yo




“freely on any ubject in accord with guarantees of our state and natj

" must also rec

“freely select, without prior festraints, persons - thiey- .wish tg
guest speakers for their programs.,A ere are no restrictions. to control

' state, and national laws. Any person

University speaker policy and campus regulations.

there is a past history of violence, obscenity or indecency assdciated

Constitutions. Additionally,” the University\endeavors to develop in-
a realization that citizens not only\have the right buf the .\
' to inform thekselves regarding issues and problems of the day,

to. formulabe stands regakding these, and to give expression to their -
views.s. In digcharging thege rights. and obligations, however, s tudents
iggnize their 3%€Zonsibilities to other individuals, to- the .
University, an “to the state‘and nation. The University of Tennessee
takes pride in the fact that 1ts campus is open to free discussion and
examination of views with the condition that .such discussion be accom—

"plished by peaceful methods” and under peaceful’ conditions cons1stent

W1th the scholarly nature. of an academic\community

"

"o these ends, recognized student organiza\ions on ipus may

invite as
the point of view expressed by speake: sbother than those imposed- by\lgcal
8

organization is free to speak, but this opebness of forum does not relezse
speakers ‘and sponsors from accountability to ‘campus and civil authorities

. under University regulations, and local, state, and national -laws; and

does not countenance disruption of the University, injury to persen or
property, obscene or indecent behavior, or dﬂ%itement to riot as defined
by these regulations. The sponsorimg organization shall be fesponsible

for informing. its guest speakers of these restrictions.and advising’ them

that violation of law may result'in arrest and prosecutibn\by appropriate

-‘authorities (and violation of University regulations may result in termi-
.nation of the program). Granting of an invitation to a speaker does not

imply - approval or sponsorship of his views by the University.

"Any student group . inv1ting a speaker must register w1th the ap-
propriate campus office the name of the speaker, the date and time of

and program chairmen of all recognized organizations are advised that
reasonable notice will be necessary to handle requests for facilities and.
security. :

o ~ N

'"The criterion for a negative decision will be a demonstrable in—‘

~ability to make such physical arrangements; the events scheduling pro-

cedure will not be used’as g.device for prior restraint of speakers.,
When a negative decision.on a particular gpeaker must be made, the spon-
soring organization is free to seek a more suitable date. It shall be

. thie respongibility of the appropriate campus agenCy to consider and dis-
. pose of procedural complaints. : o e

. ~.

"The representative of the organizationninV1ting the Speaker shall
at’ the time of the invitation provide the speaker w1th a copy of the :

e
.

"In a situation attended by strong emotional feeling, or .where

With ~a speaker selected by a recognized student organization, the appro-

. v
,x‘ - . : .- . . . .

L]

gnsored by .a recognized campus T

—t—

-his appearance, and such pertinent information as‘will facilitate adequate e
. physical preparations and adequate publicity for the event. Officers




priate campus agency, after a finding that such a situation of history . .
" exists, shall prescribe conditions for the orderly and scholarly conduet.
of the speaking event. These conditions may include limiting. the audience
to the inviting organization's membership or to members of the University's
. academic community, appointing an experienced senior professor to preside
over the meeting, requiring a statement from the officers of the sponsor-
ingeorganization certifying that they have discussed the appearance of the

speaker ‘with thé senior student affairs officer, -authorizing a search of - ”
all persons entering the arena of the speech, ‘and such other conditions .
‘as the agency deems advisable. - = - . -7 L

"If there appears to be afreagonable p09§1bility that a speaker . .
may’violate the law during his presentation, or if a situation is.attended” "

"’ﬂ'by sttong emotional feeling; a ranking Student Affairs Officer should

attehd the meeting and diregt a¢tion*in the event a violation occurg, The

-UniVersithB%General’Counsel or Assistant General Counsel should be gon=::
yi"’ g . o .

‘sulted to rknder legal advice to’ the Student Affairs Officer. ' . 4
"t fs recognized that in the area of speaker policy as in other @ *

~ areas, the administration hds no legg] power to delegate its basicyy
\\autpority and control over.the Univ‘wﬁity to any other perabn or group. '
‘\In that connection it is possible that a situation might arise in which & .

_.the above described speaker policy might have to be suspended and re-. » .
placed with such action as seems needed and in accord with state and -
- federal constitutional principles as applied to the concrete situation - .\
pregented., Students representing varjous points of view, when,egerciéf"*'

ing™the privilege to invite outside gpeakers to the campus, are expected” -
to act as a Fesponsible part of -the Upiversity community and .to exercise
the privilege with discretion. In that connection, the speaker's poliey = -
is not to be interpre

ted to concede any absolute autonomy to the student

. gector if a tense situation arises which clearly involves matters of

bé paid from a fund allocated from student activity fees, and may co- . ..
operate with other Uriversity organizations-in the:.scheduling of speakers ¢
It shall be the respoidibility of the Committee to invite speakers who . - .
will insare a balanced speakers program.. N R R
) ) . N L . . ) . :
. "'"The'Campué’SpeaRe§hFommittee»shall consist of .five faculty mem- .
‘bers appointed by the Committee on Committees of ;hewFacultygﬁenage,,thq'-: v
‘President of the Student Gi;érggent Association, Ptesident of the'Semior ~ =+ -
Class, the presidents of five add tional student organizations designated -
by .the Chancellor, two.representatives of the campus administration- = =
designated by the Chancellor, and a representativg of the University . .
" system staff designated by the President. The'mémbéfghip_df the Com- - fe
mittee shall be appointed annually." -~ - o o o :

Policies Regulating Admittance to the Campu

. In order -that the eéucational funCti@n of \the University not be °
" hindered nor disrupted by persohs who haveﬁnq\}egikimate reason to be on

. ( . SR ¥

A ' ’ . . N s o . Lo
N . R .k
. . . ' ’ . . . b , .

. N - . . : S .
) . . L ) o .' 0. T . | . -
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_proper concern to the academic community as a whole." =~ e ,“

: o ~ o - R Co L L SN

- -The Trustees also instructed-each campus to establish a Campus ) .
Speaker Committee, which shall'issué invitations to speakets who will .. ~
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fthe campus, and in compliance with the resolutions of{:;e\board of Trustees,
'the following polic1es have been established. ,

5}

- The campus, bui\dings, and facilities of The. Univers1ty of
Tennessee at Martin shall be restricted. to students, faculty, staff,

* guests*, and invitees¥* of the‘University, except when public events,' .
~such’ as intercollegiate athletio\w ntests, concerts, lectures, and public
h

meetings, are held on campus, ich times the Univers1ty shall be con-.

»581dered open to all perspns desirous of attending such events.

ro

©  the campus and, if
: prosecution.//'f'

2. All University\personnel (students, faculty, administration,~and
staff) shall provide acceptable identification (I.D. card, fee receipt,
etc.) when requested to do so- by Safety and Security Officers or other
University officials designated by the Chancellor. University personnel
who refuse to give acceptable identification shall be Subject to. appro— S
priate Univers1ty action‘ S .o ‘ I3 .

3. Invitees "and guests on the campus of The University of Tennegsee

at Martin must provide identification and/or qualification if requested

to.do so by Safety and Securit Officers or other University officials

- designated by the Chancellor. Persons who are unable .or unwilling to give

ion and/or qualification shall be requested to leave
they refuse;. shall be subject toflawful‘ggmoval and- - '

4, Inv1tees and guests . shall»observe all University rules and
regulations governing the use of and conduct- in University buildings .and
grounds. Vi tion of rules and regulations .may result in lawful removal
from the cam prosecution, and withdrawal of visitation\pr}vﬂleges.

a

5. Campus fac1lities, such as tennis courts and ball fields, tra-

~ditionally used by local citizens for recreational purposes, may continue .

to be so used, except as such use may éonflict with programs and activ1-
ties of the University, its students, faculty, or, staff

6. University students, faculty, and- staff shall be reSponsible

"for observing and following policies ‘and procedufes regulating the bring—
ing ‘on camphs of persons who are not students or staff members of. the

_ University., Those who ‘fail to*do so shall be subject to appropriate
action by. the’ UniverS1ty. .

Publicity and Public Relations’ St

Departmental and personal itéms of a newsworthy nature st uld be
reported to the:Office of Public Relations for distribuytion to the news '
media of the area. Individual faculty members are encouraged to contri-
bute to ‘the public relations posture of the University in appropriate ways,
such as accepting speaking engagements, participating in worthy civic ac-
tivities, and in general assuming the responsibilities of good community -
c1tizenship. y A

*Guests are persons invited to the campus by recognized University
organizations, students, faculty, or staff members for & specific occa-

v
4

sion. The host shall,be respensible for the actions of his’ guest or guests,

» . **Invitees are persons who have official business: on campus, such as'.

-salesmen, deliverymen, construction Workers, students parents or guardians,‘
. etc. - )

®

. a9




. . TINSTRUCTIONAL AND ACADEMIC POLICIES AND PROCEDURES -

. CHAPTER 1V e

- . . . -
. P

Student-Teacher Relationships.

-

General'Statement

- : ‘
4 o »

'Introgggtion to Gourses -

K

Faculty members, are expected to maintain an effectlve relationship
with their students, and an appropriate sense of responsibility toward
the’ subject matter area in which ‘they are teaching. The good instructor

' usually helps, create favorable attitudes toward the University as well.

as toward the subject. he teaches, and should exemplify. the skillg,

- knowledge, appreciation, habits, and attitudes he strives to impart. He

is characterized by a desire to understand the student's background and
viewpoints, by a sympathetic concern for- his problems, by.a capacity

-and willingness ‘to communicate effectively with»}he student, and .by an

interest in making subject matter meaningful in relation to the student 8
needs. However, he should not alter the contents of his .courses’;té’
satisfy the political interests of a segment of- his students, nor for
the purpose.of intellectual indoctrination.

P #
\ r;‘ o

&

" At -the fifst meeting of the class the instchtor should make a de-

liberate attempt to introduce his course in terms of its contributlon to-

the general objectives of the University" and the specific objectives of
the course. The content or topics which will ‘be studied sho#ld be cut-
lined generally and- the kinds of learning activities expected should be

described in some detail.

A bibliography of textbooks and® published
materials should be provided and th

number and nature of reports shpuld )

' be explained. .

If notes are expected to be submitted .at the end of the

course, thig 'should be stated at the ‘beginning.

The means of evaluating _

the- course should be explained as well as the quality and quantity of
work eXpected for an average\grade.‘ e I

- . . ‘. -
N ~
.
: . ¢ S . :

Student Conduct

The Studént Handbook, published annua}lyg\c;ntainslsjﬁtements con- -

cerning standards of conduct which students are ekxpected td maintain,

and disciplinary procedures which maéage used when unacceptable student
behavior occurs. Faculty are expected:to encourage acceptable conduct
on.the'part. of students. Some faculty members may be asked to partici—

ppate in activities of faculty—student disciplinary committees

1 ° 1

o

&
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Faculty Involvement in Student Affairs

R A
"*Appropriate faculty members are expected to serve as sponsors, ' e

advisers,‘and chaperons of groups engaged in various extracurricular :
activities. Such service is regarded as an important part of the indi-

_ vidualafaculty member's contributionito the institution. All sﬁonsors

and advisers of student organizations and activities. should familiarize .
themselves with policie® regarding such organizations and Rctivities and
in cases of uncertainty should not hesitate to consult ‘the‘Of ice of the
Vice, Chancellor for Undergraduate Life, the Student-Faculty, rganizations«
Boaﬁd, the Soclal Policies Committee, or pthet officials or committees

‘ concerned with extracurrIcular activities. - - ot N\", :
~ . " Academic Advising :
General Policy : ' T : R . R ,6~,

1tary ervice, by reason of junior transfer, or

‘whic two freshman sequences in a subject are available, students take

..:‘v
Normally, when a student is admitted to the University or soo %-'
safter his first matriculation, the dean .of his school will assign td him
.ap. academiic admiser. The advis r assists the student each .quarter n‘v
planning his program of -courgesi The ‘adviser should keep for. each dvisee
a folder. containing program worksheets, grade reports,. program changes,
and other pertinent information. The. adviser should see that ‘the advisee
takes required courses, in propet Sequence. “ ' :

-

Some Suggestions to Academic Advisers ' ‘ N

S ’ ' . v

Academic advisers should become thoroughly. familiar with ourrent
catalog degree requirements. Most of the schools provide mdnuals of
suggestions to advisers. ‘Some generally apﬁiicable suggestions are given”
below: - . A

.1, Freshmen and sophomores should register for required lower~ <

~ division coéurses in their respective curricula before taking many elec-

tives or /upper-division courses. ‘In general, students ShOQNQ take very
few BOOQL .and 4000~courses priotr to completion of the 1000- and 2000-
courses/ which are required in their respectiwve curricula.

A .

_ . All students are expected to take an Englishvcomposition course
each quarter until .English 1110-20-30 are completed. All exceptions
should |be approved by deans of appropriate schools. ‘

. All students, unless excused for edii;l reasons, prior mil-
or other approved

the sequence needed in their specific maJors.

T
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for senior standing and completien of records for&$hgﬂAlumni‘fo¢ge

) 42’
5. The normal studenf load is 15 to 18 quarter hours. - Students with
_weak academic bagkgxg;gggfzay"be advised to take less than 15 hours.- In
no case should a student-take a load exceeding-2N\ hours; this load should
be aﬁlowed only for exceptional reasons and only if the student has at
least-a B average. : - E A

- ‘o . o

6. E@yisers shoﬁld‘be well informed as to*the-basic réﬁuifémeﬁté
of %ll,curricula. ‘ - : ’ v :

' . o *

]

.
»

‘7. Advisers should be well informed concerning régulatibns on

" registrations, adding.and dropping courses, changes in turricula, changes -y

of advisers, the assignment of grades I, X, WP, WF, .and other -academic
administrative procedfires. (See current catalog, memoranda from the
Registrar's Oftice, etc.) . '

_— . - coL Co v e e
. 8. ‘Advisers should sée that their advisees meet special graduation
requirements at the proper time. Examples are submission of applications

o
g0

9, Advisers should not hesitate toveoﬁtaCtgfheir aépartmental
chairmen or approptiate deans in case of difficiilty or uncertainty.

v o

&

Registration ' : , \\\f

. * . . o e . . )
re expected to be -available to assist in the
_ on processes on .days set aside for these pro-
cesses on .the. official schagl calerndar. Departmental chiirmen will .
assign registration dutieg” to members. of their respective departments;

,however, a chairman may excuse, for justifiable reasons, a given mgg?ef
from regiéprapg?n duty. : Lo

- ~
B A

o T : : .
o ° » . - B . ®
Class Attendance Policy . , - v ' e
S o . : : B "I
: Class attendance 1s an integral part of the education experience; L
it is therefore the responsibility of the student to attend clags. The !
. instructor of a“tourse should encourdge good, attendance by students. He '\\\\\
may, however, determine his own ‘attendance policy with the provision
that the policy should be reasonable and applied uniformly to all :
students in the.course. It should bé\sxblicitly and unambiguously stated ~
in each clasg-at the beginning of each“quarter. e Vice Chancellor for v
Undergraduate Life and the dean of the appropriate school should be noti- .
fied promptly im a case of excessive absences, especially if the absences
are consecutive. ‘ ' ) '
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¢ . o Grading Policies and Proceduyres . ' . SOl T, ’
i@l ) . . . ) o v_" . "‘\ . T oo - T RN Lo
o ‘ 3 = ER , L R T .
. heshyment of Grades ) . .t T Lo TS

T et Re To110wing marks are used by the faeulty to denotd the quality : éﬁ
“i..'  wof work performed by students;s . S ) AN e )
- A : o " - - Yo Ce
s &/Superior . T o ‘ . S TN ;>/( :
‘ Above Average - v e . . “
] ~— Average : ' u : - K .
Below Average, but Passing , o T A ' ' ",
Passing in a course approved for pass-fail grade assignments., -
Failing ' =~ . | : - g BN &
: . WP =~ Withdrawal Passing o, L, .
- . WF -- Withdrawal Fatling =~ T o
: X -- Absent from Final, Passing Othetwise . . %5 ‘ T . .
ﬁ\ - . I == Incomplete (some course requireﬁents not compteted; to denote’ N
P ' progress in "self-paced" courses extending pver more than one . o
T quarter “SP" should be used rather than "I"). - . . o ;\\\
'E — Condition (fatled final, but in the judgment of the.imstructor, -~ = .
: ‘ might be able to pass the course if given gnother final). .
4 '\ e , . -3 - L . N : . . . 3
"] wgp" and "N" may be used to indicate progress of no progress in - [
v '

~ ~_courseg which have been approved for extedsion over more than one quarters
/ "P&iﬂill\be used to denote .progress on thesis or passing in a pass-fail -
coirse. No credit hours, will be recorded’on the permanent record until -
" suth an extended course is completed; "SP" and "P" will not be used in

. cgﬁputing the stu@ent's3quarterly'éverage. Grades of wgn, ", and "EY .
' ‘are automatically changed to "F'" ‘at the expiration of designated- time
-~ limits. S - ; S : )

" L
'S : o y

. More-comprehensive statements regarding the non-credit grades are
~ given in- the current catalog. o S o . ‘ .

1

~

Examinations - ] o

~

% . JV I ——

"It is expected that final examinations will be given in all courses -«
_except those of such a nature as to make written examinatiops inappli=
.cable. Final examinations will be given in accordance with the schedules

~ published quarterly. Any exceptions must be approved in advance by the

v ' .Vice Chancellor for Agademic Affairs. ’ ' -

: . ‘ - , - .
- Other examinations and tests will be given during the quarter at / o
\\ﬁ%messdetermined'by the instructor. It is expected that enough exami»”“k/ ;
n {ions will be given throughout the quarter to:constitute a reasonable - *
portion of the basis for assigning the overall quarter grade.” = 1+ '
‘A1l faculty members are expected to take thorough precautions
against student cheating on examinations, or in any way allowing the
~<integrity of. the examination process to be compromised.x Any student
- found cheating or using any unfair or unlawful means for purpose-of
deceiving the. person in charge with reference to his work shall be .

a

o




S _ .have a grade.

. deemed guilty of a qegioég breach of discipline and shall be reported
- to the Dean of Students and to the dean of hig scheol. L ' '

£ f

" Réporting Final Grades S ?'; '

. ‘The deadliﬁe for reporting final grades is normally 24 hours from ¢«
.. ‘the time of final examination, . (Each i
. grades by section as they are completéd, rather than wait ‘until all. ‘
‘examinations have been completed.) The grade lists must be returned. in
person -and not through the:campus mail. Alj} gradés’ are to.be returned

2/,~‘ to the Records Office, Room 103, Administration Building: ‘Final grade .

sheets: are permanent records; they are nét to! e’folded;/brinkleé,,or
mutilated in any way, they should be made as nedt\as' possible, and
signed in ink,  All students whose names appear on a C ss roll must’

. Sghedqles; ,." ,f, , _ ;;6

.
T | S o

" Gemeral Palicy = . . ... ST S

m ,

~

¢ . Schedules of classes are proposed. in the depar tment concérned and [

' . are approved bymthekappropriate/dean-épproximatelythO months before the \

beginning = of ‘the quarter in which the schedule is~to‘operatéh‘scheddles,
“-are coordinated by the Office of the Dean of Admissions and Records and
published well in advance of the opening of each quarter. --Schedule .

"with the dean of .the 'school concetdbdﬁand;with,the Dean of Admissions
:and Records. Fihal-examination‘schedulesfare‘nprmally published at the

. same time as class. schedules. - R v o e
, N . :

Textbooks S
. R | o SRR

. s . Y4 » )
i The teacher or group of teachers whe desire to use a“g%yép text:
should ‘'make .recommendation for ité adoption to the chairman’,0of the de-
partment concerned. The departmental chairman, if he approves adoption, -
," . will file official forms concernin%-the,ordering of textbooks with the

Manager of theniversity Bookstor¢.

Requests for orderihg‘of~textbboks)and other instructional supplies
should be made well in advance of dates on which'they will be ngeded.

- ¢ . . »

\\§\Eyrr1éular Changes "

v

. The process of adding courses to a curriculum and changing the re-
quirements for majors and minors is normally. initiated at the depart-
-mental level. The departmental chairman and staff develop course outlines
for any desired new courses and prepare statements of the needs or de-
, ‘mands to be met by any proposed changes. The recommendation is then .
- - made to the dean of the school concerned that the.proposed changes be
made. The dean of the BCbSQl,Hwhowmay~bevadviéédfby’é.school committee

thuctor is asked to turn in his ~ *

changes should bermade by chairmen of departments only after clearance -

ey
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A

o dé curricula, may approve the proposed changes after consideration of

R feaSibility in terms of staff, rooms, laboratories, equipment, and budget

L L. requirements, and if he finds that proposed changes conform to/ohjektives

;ﬁﬁ R “of the school and University and do'not constitute an undesirable dupli- -

; ' cation or waste of effort. He then presents ‘a written request for approval,

g accompanied by. pertinent stdatements of justification, .to the Uniyversity
Committee ‘on Curricula. This request is'made throuygh the Office of the’
" VYice. Chancellor for Academic Affairs. The Committee.on Curricula _may - L

.- approve theyrequested changes, disapprove them,. or refer them back to v
the school -or department concerned for further study. Matters, approved ' B
by the Committee on Curricula are then presented to the Academic Senate = - .. ‘|
for action. . If approved by this body,, they become legally a part of {he
University offerings, subject to the stipulations indicated in the follow-.
ing paragraph. N e .v( _ o : PP

. ~ K . ! -
» * -

;Q e The addition of new majors "and of new degree progr -must-be formally
Y approve by the ‘Board of Trustees of the University and by the Tennessee -
’ Higher Education Commission. The actual offering of new .cours@sis subject
toﬁbudgetary arrangements, which are made through the normal budge'
prgcessi. - - » .. . o .

[N

e o L . '.»,, . Libr_ary . i o » g : “ -
\ oo L N R - T ' B
' - R b N ‘1’” e - . \\F\ v
L e B The Paul Meek Library is located near the gsouthwest cormer of the
%ﬁap”'if'k academic rectamgle and houses (in 1974) approximately 157,000 books and
. :bound periodicals.” In addition, about '1700- current periodicals and 35 <
|- Lae. - newspapers are regularly received, The library also réceives upon pub—. = . . .t

E * '‘licadtion a-selected list of government documents. - The goal for new

1; el acquisitions is to reach a total of 200,000 volumes by 1978 By 1975 the R
‘ libra@m will have reclassified all books from the Dewey to ‘the' Library SR S

. -,":'ﬁ of Congress classification.‘ = . ‘ o

e ¢

In order to facilitate the use of the. library and to e;pliin the
S location of materials, a library handbook has. been prepared by: the _ o
.~ . library staff and is available at. the circdlation, desk -The library .
.= - hours are posted at the entrance of the building. , ~

ot * - T

F

N . . .. . ) .
P .

\%'p ’ R With the exc%ption of . referenee books, reserve books, and bound"_i' o .
- ' ,'~*periodicals, Pooks are checked out to students ‘for a’ period of three. - = . -
- -;'.-' weeks.. . .Facilty members may check out ‘books for an indefinite period - R

. -but, for.the purpose of brimging files up to date, once a year each S
i - faculty member is sent,a list of the books charged to him and asked to - ¢ . .

- k,p_; return ,the books:.or to recheck them. 'New faculty members should identify .
. S themselves to. libraty personnel by means- of the faculty identification '
N S card

v o — N
“When particular books are to -be’ in frequent demand for a course, ’ ,
faculty members may have them placed on “Reserve." . A Regerve Reque%t .
Form .is ‘sent to each faculty member two weeks. before the end of -the ' I
~quarter in order to give ample - time,for books to be placed on reserve -
.before the beginning of the followibg quarter. If an ingmructor 80




. . . ‘. pt

. '.desires, a reserve shelf may “be EEEEin d for successive quarters, but . A
C unless -such a request is made, the books are removed from reserve at the S0
end of each quart#r. oL : . o

, Each faculty member is asked tonaSSume responsibility for building _ 3
and’ ma1ntaining the library‘collection in his particula¥ subject ‘field . . .
by ordering those bocks and periodicals which are. necessary for outside P

" reading and bas’ic reference materials.  Departmental drrangemcnts -should '

be utilized for securing’ order cards from the library and making book
order requests. v ’
’ Needs should be anticlpated far enough in advance of the date the A R

* aterial is to be used, to give time for ordering and processing. Orders - -
‘fi:]?or new books are sent whenever there is a need . (/}2 .

N .

When books requested by faculty members are ready for c1rculatlon, SR
the instructor making the request is notified by return of the original

- ’

A special collection of Tennessee material is housgd in the Tennes-
e Room. "-This colleection contains out~of- rint material and is chiefly
: or the use of upperclassmen, graduate stﬁdgnﬁs, and facuIty " The mate= -
' rial*does not circulate. R _ = . '
- : . . o
" Microfilm,. mlcrofiche readers are available for use in the Micro—
film Room. ColIections of microfilm and microfiche materlals are belng
: rapidly .developed. . 'A 20, 000—volume collection’entitled "Library of
" - American Ciyilization" is available in ultramicrofiche in the- Reserve \>_ e
" ‘room. A_variety of materials for use.of faculty and ‘students is avail-
able in the Audio-Visual area of the’ library. The’ Paul Meek Library isg
- also a select dep051tory for*government documents._
o i N _ ‘ -
‘ Graduate students and faculty members may request ‘that mater1al be .
secured from other libraries on interlibrary loan. - Borrowers should S
- make_ thesé requests to the Reference Librarian.: .. . A ' vy

& B
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STAFF BENEFTTS OTHER SERVICES AND FISCAL POLICIES RELATTNG TO FACULTY

l -8
. . 4 & N

o L. i S e ) . :
. .. . . .- . .

.

oy o o : _y‘ General Statemn nt® '/[

~ E R . . ' \ - "o

It is the desire of the University to make aVailable to faculty
o members various services and facilities that promote‘a feeling of social
. well-being. Complete details regarding staff b ehefits are found in the
handbook”>Benef1ts ‘and Servicés Ayailable to Faculty and Staff .of The.
. University of Tennessee, available in ‘the Office of Personnel Services:
‘The ﬁollowing is a presentation of the more 1mportant featutes.

. e b v

*  Health, Accident, and HospitalizZation Group Insurance Plan
: e - N - I :
o Faculty members may particlpate in . a Hqiversity approved group in~
(/;urance plan through the- Proyident Lﬁfe and ACcident Insurance Company
~of Chattanocoga. A’ full-tine faculty member "(for this purpose definéd as
T working 30 hours per week, or. 75%. time) may- apply for insurance under “
three coverdges: (1) the’ basic joint c0ntriButory hospitalization, life
“insupance, and special accident, (2) long-term’ disability insurance; (3).
N optional additional, special accident insurance. If the faculty member
‘desires’ coverage under “orte or more of these ‘three policies, he should
'complete the requiréd: applicatlon forms on each p\licy. Application -
forms are availéble at the PerSOnnel Services Office. . ' -
. v
S A new faculty member is! eligible ﬁor coveragé after completion of
- 4% -one month of employment, provided applications are properly signed and
processed ‘He will be insured ‘on the first - -day "of the: ‘caleridar month
L ‘coinciding with or follow1ng gompletion19f one month's service. If ap-
. plication forms are not completed for the employee and his dependents
withipn 60 days of the date. of employment,“they ‘are treated as late” ap+
plicants, amd the following rules are applicable as of July l 1973,

s Tl Evidenee of 1nsurability (physical) will be required if any '

.of the follOW1ng conditions ex1st‘
A -

. a. Employee or spouse is” over 40 years of age : :;f—
_ {fe' . .b. Life insurance is $10,000 or more - y

.. . c. ‘Coverage has been declined prev1ously for employee

- . or”dépendents..' .

(;4 . . ] i S ™ _ -
- o ) C 1 “ . k!
- . , o "
s, ! l.» + 47 | (Q
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starting with date of application.; :'

) 'a. Employee Qr Spouse has ndﬁ reached 4lst birthday
‘ .b. Life insurance is.less than $10,000:

Coverage has never been declined ﬁor employee or . dependents.

-

' Those who carry this insurance may - make a change of dependency cov-
, erage. whenever warranted, cancel ‘the insurance by giving written notifa-

active employment with the University. The Universify pays one—half

cation, or convert the basi¢ hospitalization policy when tliey termin {pé \\

‘the total cost of "the Basic Grou HOSpit@lization Insur?
(coverage 1 above)./ ‘ .

v | Claim blanks are availabl' at the. Pensonnel Services Offdce. Pre--
mimums are handled through payroll deductiOns. : : <

C “,Blue Cross coverage is also, available’fbrﬂthose desiring it although
the University dpesinot match fthe premium payments. Information on Blue ’
C oss insurance is va%lable in the Personnel Services Office.

.j"~' I _long Term D sabilityilnsurance'
, Long—term disability i"urance is also available to full-time. )
faculty members. This plan ‘ovides monthly payments for sickness up to
five yedrs and for accidents, to age 65. This monthly benefit is‘depend-

ent upon the basic annual mpensation of the faculty member. The bene-
fits. under this program sta_t on the 9lst day of’ disability._

[y

Comprehensive' Gen

.
e

* The: University'carri s'this insurance in the event of inJury to

~;.‘w3!; N - o . .
'ralqublic1Liability>ln§ur§nCe L T

‘»

fectiveness on ‘the part f the University buildings, campus, or equipment.:

.
Lo

/ en's'@ompensationQ Lo

N

Although the Unive s1ty’was formerly covered by Workmen's Compen—~
sation Insurance,‘recent changes in Tennessee law have required that the
UniVe;sity d1sContlnue this coverage, and that benefits for employees

1nJufed in the line of duty be paid through the State Board of Claims. X

____meéntal chajrman.

&

> In grder to take advantage’ of such benef1ts, accidents must be
reported 1mmediately The accident report shy hetin writing and -
.should' cever_all, etails relatimg to the accid nt. Personnel
should ‘send rg sfiﬁfghe Personnel Servlces_Office through ‘the depart- .

Ce
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"j tive ranks, may at end courses with the approval ‘of "the course inmstructor.
"It is not necessary %o register formally in such cases\ _/‘;1 o ,§i/

of fees while attending courses withim ‘the University. : _ _ o

-‘more may take one undergraduate course (usually three credit hours) each . T
quarter, with waiver of fees, provided he is academically eligible and ' e

v prescribed 40-horr week during each week ii which the cours

.Waiver'of Fees -

9
R

P
The follow1ng provisions, applicable ‘to the faculty,‘apply to waiver.

» Fees -are not waived for part-time instructors.'w L
- B

, All full—time faculty and staff mEmbers wh Vare eligible to take
graduate courses offered at Martin may do so with wa1Ver of fees not to-
exceed two courses (six hours) of graduate credit during any quarter in

PN

which they are a member of the faculty or staff ‘ T
. B . (

Fees for undergraduate courses may be waived 1f the undergraduate ‘ .
course is taken for graduate credit or when the undergraduaﬁe)course is. . 7

- .
-

prerequisjite for a graduate course ox degree. r : o
< e . o . . =

Full-time instructors may, take up to 15 quarter hours during the P
Summer Quarter with waiver of fees, if they aré not teaching during the ' ﬂ
Summer Quarter and if they are employed by the‘hnivers1ty for the fol- - ¢ A
lowing schooJ year (September - June) ' o

Any full—time staff member who has been employed for six months or: .

takes thé course on his own time. The employee must wofk the regularly o
e»;srgursued : L

' ‘Subject to the Brovisions staﬁ%z in the preceding paragraph, an
employee may select from among the courses offered at the Martin campus. - .
Waiver of fees does .not apply to. non-c ﬁﬁgit courses taken by an employee. e

% v
Ass1stant D ofessors anﬂ above,-or those in equivalent administra-

- . -
3 .
B I -

[

) Other ReguI-tions Relating to'Waiver:offFees ‘-Q.
— y - - . ) ‘ .'.' L .,-s . ._ . ©a . . R ‘Q
' . )

- S
%po es and ChIXd en of Full~Timg¢Faculty Members v o . : "; Ce

Spouses and Eﬂildren of full—time faculty members will be 1mmgd-
iately ¢lassified for fee purpose as ‘in-state students and. ‘are not
required to wait one year to meet the in—state residence requirements '
for taking courses at any University of Tennessee campus,’ cgor purposes, . . :
of such classification, a full-time. faculty member is defined as a person
holding am' academic appointment with the title of Deamn, Department Head,

- Professor, Ass0c1ate Professor, Assistant Professor or Instructor; or
employed on a regular full~time basis at ap annual salary of $lO 000 or’ N

'
» B |
-

,above.. L ) , »

= -
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hl, ‘L‘ All regular full—time employees (exclusiv

purPOSEQ may, recei e a fee-waiver remission of fees for the difference
between out—of-state fees and in?state fees. All full—time employees

_ pi! y,;of course, - take one; threedhour course each quarter ‘or ‘semester for
v créHit with full remission of.fees. Full—time employees may also take
‘ up to six hou¥s graduate credit each quarter or, semester with full
remiSSion of fe&s., - : S0 R S

’?ayment'of Duesfin Professiqnai'Organizations;‘ _

L . h'_ D T - 0 o BT o
‘ Normally the University will not- pay the dues of a staff member "f o f"fJ:*f
- for him to belong to-a: prpfessional organization. However exéeptions:' h

) f=_ ~ can be made under the: folloWing circumskances: - . [ W

L . P A . ' T n :
C ’ 1., n those fefr: cH
not- provid for institut]

be “of value to the Unlve

onal memberships ‘an where membership would -
sity, or _f,‘ N o . oL T
RO SN T . R LTS
@ v
2. Where institut onal memberships are: very costIy and thus the S L
embership advantages would be most: economically attained if carried L T
d"in ghe name of a staff member.' vf - ,” 5 R _Aj e
3\ O R - ' A g
If, 1n‘the Chancellor s opinion, one or both ‘of the- above criteria
apply, and he desires to have ‘his campus pay the staff mémber's dues, ‘he
should certify the dues invoice indicating thereon . that: he”ﬁas investi~ = .. &
gated this organization and indicate the manner in ‘which circumstances o
“'meet. the spec1fied standards. Upon such certifieation, the dues may '
bepﬁd o

7.

. WP, S. Savings Bonds® - R "’: I ' »Tf

AN ;'h' .. .Staff. may purchase U S. Savings Bonds on a regular basis under ‘
, “a payroll deduction p&an. Application forms are ‘available at the Loty
Personnel Serv1ces Office. - 3. <L '

» Bookstore el R -

VIR * The ﬁookstore, locafed in the University Center, makes available -, v

el “to, studeﬂts, faculty; and departments required books,, supplies, and - o .

' materials.u Profits from its operation help finance ‘student. programs at - S

i ~ the Center. A ten percent discount is ‘available to faculty members® on o
D purchases of oné dollar or mdre. In the- event .an 1tem for departmental

. use is not available in the Central Store, it may be charged" at ‘the .

‘ Bookstore.kwv . . - S : R

LY . c e - - . < -
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 Monthly Checks .. =~ .

. . - Checks' are placed in campus'mailzbj\fhg Business Affairs Office the
last day of the month unless that day is Saturday or Sunday, in which
" case checks are mailed Friddy. The check stub listd'deductions and
_ serves. as an important.record to- preserve for tax needs, etc.

Campus Telephone Directories

Telephone directories are available_frdh»the PBX Operator.

BT

e ' Parking and Traffic Safety
_ " The. rapid growth of‘the UTM Campus, the large -increase in students
“and faculty, and tremendous growth of vehicular population, make neces-:
sary some control and restriction on movement and parking of cars on
campus. s - A e
. . No traffic safety and parking control plan can work well unless
yvehicles are.registered. Thereforé, all who operate vehicles on campus A
are required to register their’ vehicles with the Safety ,and Security De~ o
partment. A set¥of registration.deqéls'will be provided at a cost of
$5,00 for each new faculty member. The decals will be affixed to the
“driver's side of front and rear bumpers. - Registration decals for bicycles
may ‘be purchased for a service fee of . §0.50. N .

- : : . ) -
Campus traffic and parking regulations are determined by the UTM

© ¢Parking Authority which is composed of faculty, students, and law en- '

" forcement officers. A .copy:of thpaé-will be furnished at the time of .
vehicle regisgration.’ ’ , ’ ' S ' ' :

S .

. "' Your cqoperation in the maintenance of traffic safety is siegSifEZ ‘
solicited. - Lo _ : D
" Use, of University Buildings -and Keys -

. Keys for outside and inmner doors of appropriate’ buildings will be -

~issued to authorized persoms by the Safety and Security Office upon the
completion of. necessary forms and approval of the appropriate depart-
‘mental chairman, dean, or diréeﬁorﬁ: Keys shall. be returned to the Safety
and Security Office when an employee leaves active service of the Uni-
versity or will be absent from campus for an extended lemgth of time -
(for example, a year's*leavg of absence). : ,

. o When receiving keys a faculty member signs a statement agreeing
. "to abide by the following regulations: ’ o -

1.  To také precautions that no duplicate keys are made from
those issued to him; _ . - AR :
; e ' . . A

A ¥ S

- »» ) . 'v .. ) K /’
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,2; To be responsible; on entering or 1eav1ng a 1ocked building or
L _ area, to see that any doors unlocked are properly secured
' . o . .
) 3. - To-~assume responsibility for conduet of any and all personS‘
: whom he may admit to a building. . :
' Y P | , . . ) K ) . o
. Equal Employment Opportunity -"\. TN

1t is a policy of The University of Tennessee® at Martin that no
discriminatory hiring and /femployment practices be maintained, that af-
-firmative actions be “takefi.to insure that qualified and qualifiabl
applicants are employe&, and that employees be placed, ‘trained, upgx‘ded
prémoted, and otherwise tredted during employment without regard to race,
creed, color, natioﬂal origin,gpr sex. A formal afffirmative action pla

. ~  has been 1mp1emented by the Unggersity that provides“grievance procedures
“in the event a facuLty member feels he. has been the yXctim of d@scrimi-
nation Questions concerning this policy ‘should be didected to the Vice
’Chanceilor for Academic Affairs, or to the Director of Personnel Services,
if appropriate. , S ’ . -

o

\(/ S | * . R
o e 5
I B o o L ./ .

| - . For purposes of efficiency “in administration and management, the
e - responsibilities for purchasing supplies,. materials, and .equipment from
S . outside vendors for all University departments have been:centralized in
e . - the Purchasing Department within the Business Affairs Office. The assist--
K o . ance thus rendered is designed to relieve faculty and other personnel of

_ ~ most of the details involved in rocurﬁpent. The University will not.

; o assume responsibility for;purchages otHer than those made through estab~

. © '~ 1lished pwocedures. The Purchasing Department will receive all bids and

" v enter into all negotiations with suppliers unless special- arrangements.
" have been made otherwise.

e

Steps\necessaxy to initiate a purchase:‘

IS

_ / ' T
... 1.. A requisition form is prepared and approved by the dean or» .
.'budget departmental chairmanu .

4 2, Original is forwarded to the Business Affairs Office along
W1th copies of . anXPprevious correspondence reiated to the proposed ord .

\ . - v N
YA : 3. Requ1s1tions are necessary for all items or orders amounting
' to $10.00 of more. . s
\ ' T _ . " L
ST 4. Anticipate needs well in advance. When dpplicable, time must
R be allowed for bids., . Suppliers must have time for filling, packing,
‘ ~ and delivery. Experience has proven that rush orders\are expensive.
T ,Allow a minimum of ten days on smaller items and 30 days or mote on
" items requiring bidding. Emergency orders will be handled\in the fastest
A possible manner but from a practical standpoint they are to be avoided h

l . . r
- R4

~
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' if at all pOSSlble- Special arrangements/to‘fitwthehvaryin néeds.and =

departmental conditions for orders of legs than $10.00 will be*made by

the Purchasing Department: mpon request. ‘In some cases, standing qrders

or blanket orders are more satfsfactory.v~

+

o

o . : «X . Equipment'lnventory dontrol » C e
Iponsible for inventory of all
1e University, All equipment is

The'Business Affairs Office is're
movable equipment that is property of

T

Each department is subject to ve: ification of all inventoried
quipment at least once each year. VK' . .
Equipment abandoned by a department in moving to new quarters, or

. otherwise, becomes general Universkt property and may be reassigned to . - |

; other departments on a need basis by “the Business Affairs Office. '

¥ ’ quipment no’ longer needed by a department is to be reported in
writing, giving complete description, to the Business Affairs Office
for disposition. Any income’ from the sale of such\\tems will be credited
“to the department. : o S

Identification'Cards

-

f

~, - : 3

It is expected that each UniverSity staff and faculty member secure

-an .identification card bearing a coldr photograph and other identifica-
tion imformation. This card is necessary fQr tse of the I ‘ibrary and is
. useful’in identificatiomr for cashing checks and similar/purposes. Y e

~. .

ip cards are prOVided by the Printing and Duplicating Departmernt.
, , There is no charge for the original} a small ha/ge is made for replace-
IR ments. The ID card remains the propertyﬂof/tﬁe UniVersity and is to be
: ' -surrendered upon termination of -employment.

’ Printing'and Duplicating Services

L3

Co. ' Central printing and duplicating facilities are available to all -
departments.. The department.is equipped to provide typesetting, offset
printing {in colgrs. as well as black and white, and fast economical copy
service for mo t types of materials.- ’

Y

A stock of paper supplies, card stock envelOpes, ete., is main-
tained to speed up service. Collating, punching, corner rounding, stitch-
ing, plastic and tape binding, padding and folding equipment is available
to provide added services as needed . .
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Charges go departments,for'printing, 1d duplicating are handled on '
" transfer vouchers and usually are materially less. expensive than outside
printing. S -
Departments in»ngéd of Such-serviées are expected,tofavéil them-
selves of sérvices offered by campus facilities whenever possiple.

. MR
a : -

o ' Physical Plant
The Physical Plant Department serves faculty and students by help- .
ing to keep the University campus neat and orderly and by keeping build-
ings- and equipment clean, repaired, and in operating condition-at all
times._  The Department has workmen to serve the University in the follow-
ing areas:’ : o o v ' . :

Carpentry -
Electrical Maintenance ,
A ‘Heating and Air Conditioning
. _ _ Housekeeping o
: . Painting - '
Plumbing ' L SR

v

]
¥

" The services of these workmen may be obtaimed by.calling the i
Physical Plant Office. The regular working hours are from 7:30 a.m. to
4:30 p.m. on week days and from 7:30 a.m. to 12:00 noon on Saturdays...
The office hours are from 8:00 a.m. to 5:00 p.m. on week days.

Requests of emergency ‘mature should be reported to the Physical
Plant Office where they will be routed- to the proper person to be '
handled as quickly as possible. ' Calling for a-particular person fre- -
quently delays action on a call. ¥For emergencies outside regular work-
ing hours, call the central heating plant (7501). . If the -heating plant
is not operating and there is no answer, call the security office (7222).
The person answering at either of these numbers will contact the proper -
. persorf to handle the emergency. _ > . . '

<

~ Other requests such as major repairs, improvements,\?lterations,
installation of equipment, etc., sthld be made by the chairman of the
department or by the person responsible for the building for which the
request is being made. S ' -

¢

- Requests for construction of new equipment or amy alteration in
buildings should be in writing and accompanied by a\sketch or drawing
showing the dimensions and material to be used. . Phy§ical Plant Person-
nel will make and. submit a written estimate with description of the
work to be done. ' Alterations, improvements and construction of new .

" eqliipment are\normalLy charged to the department requesting thé work.

. After the department chairman signs estimate authorizing the work, it °
is scheduled. This request must be approved by the departmental chair- .
man and by the Vice Chancéllor for Development. Requests which involve

"labor only should be scheduled with the Physical Plant Office at least o

'

‘three days in advance. :

64

= X .

Y

e




'{.Q 55

. Damaged furniture should be set a51Hé\to preVent further abuse.
Report immediately to the Physical Plant Office. “Requests for purchase
of new equipment must bé tade through- the departmental chairman.

!For an unusual request pertaining t0\housekeeping service ﬁhich
cannot be handled by the departmental chairman, the housekeeping super-
visor should. be contacted either directly or through the Physlcal Plant
Office. ' .

.

\ The Physical Plant Department needs faculty assistance to-receive
cooperation from the ‘student, ,body in such matters as protection and care
~of sohogi/oroperty In an effort to\grotect the finish on walls, doors,

windows, floors and other surfaces, your cooperation is requested'in '
comgiﬁing with the following Un1versity rules: :

/
——" 1, No smoking in classrooms,
2. Do not attach notices or other items to doors, windows, or
wdlls with- scotch tape or thumb tacks. Please use bulletln boards’.*
3., When plctUres maps or other displays afe to be hung, call
the Phys1cal Plant/and request that the work be done. ‘
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